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THE | PROBLEM AND REVIEW OF THE LITERATURE

¢

INTRODUCTION _ ' ’ .

Broward Community College's Office of "Ifstitutionaly Research -

and Systems Planning'conducted a needs asgessment among all major
. . . Y . S . b
. - . . ' ' A\
employers in Broward County %n‘I§78. Results of the study (
~ . . ) [ ¢ - - . A . .
identiﬁied~exis§ing training needs among the employers (blusiness,
e | , i _
indqstry, and ggyernment), théeektent to which the educational

-agencies were meeting the needs, and established communication -

- ’ . .

between the college and the private %FCtor by means of direct -

‘feedback. Conclusions indicated that employeis were becoming ,

 51senchanted'with surveys and no fol;ow~up on implementaﬁien.
Therefore, the Director.of;Institutionel Research and Syeeems

Plenﬁingiwas coneerned:that the results:of the assessment be

utilized to begin aderessing ndeds, Consultation with the'

_ College staff, Broward Industrial Board (BIB), Ft. Lauderaale.

Area Chamber of .Commerce, and ﬁhe Urban League indicated their

cox"x. rence. As a reeult, a project éroposal was developéd to

study "Currlculum Development for New Occupatlonal‘Tralnlng

The proposal was submltted to the Broward Employment and Training

_Administration (BETA) and received‘CETA fundlng for 1278-79.

Tge design and execution of the study is documented in the en-

1 -

suing pages. p

THE PROBLEM . .o

The problem was that although the employers in Broward Couhty
* ' . - - . ‘
had expressed their perceived, occupaticnal education needs, the
L Y

needs had not/been articulatdd into necessary action-for new
. : B N y

Y~
#

»
-

{9 ]
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- . . e

THE PURPOSE. o _— . '
. . 3 ot . ‘
The purpose of the study inclu?ed\the following objectives:

. . 1. To form an advisory board among business, industry and
. local units of government and. educational institutions in
.  order to establish a system for identification and b

prioritization of Broward County employer training needs

! . dnd the systematic updating of these needs; ‘

e I H

‘ 2. To select the highest need priorities for each area
(discipline and sector) and initiaté courseyprogram

development : .
. #’ L]
a. Conduct task analyses for all job titles as B
. necessary . . o : . e
b. Determiné job-entry igyel competencies

-
&

¢. Translate competencie§ into curricula;

. A N

3. To condurt all necessary research for documentation of’
‘resources available for the delivery of new courses/

programs} and ' '

X -

4. To implement tHe new training programs.

o Evaluation of projéht goals .and oﬁjectives would be conducted as follows;

A #

1. FPormative evaluation of course or program contenpt;
- . % . .
2. Summative evaluation in the' form of & questionnaire to advisory
board members regarding the adequacy of programs @eveloped,
. REVIEW OF THE LITERATURE \ X

!

The community college, by definition,_both serves and is governed

by it's local community. The term "community college,” was  first used
S~ R
\ . . .
by the 1947 President's Commission on Higher Education in.reference.
5\ .
. s
to public junior colleges which were both "community centered" and

- .
&

N ?Fa .
"community serving." Community colleges spread throughcout the country

-

~in the 1960's to become both the catalysts and-the products of community

* cousciousness. (Gleazer, 1968).

2 -

durriculum development and/or evaluation and revision of existing programs.

F Y



Myran (1978, p.2) proposed that the ccmqunityicollege has "the

s  responsibility to maximize £$a congrience between -its 'services and

\

¢

programs and the educatio?al'needs and'aspi:ations of all population':

groups in its sesvice areas."” No matter if ‘a student majors in

. -

liberal arts or ﬁeghnical programs, ‘the ultimate purpose of achieving
s )
A o .
-a degree in modern Americanxsociety is to obtain employment. Hirst
: ' ~ » -

‘(1977)‘referred.to this characteristic as the neeé for éétablishing

"a positive Link Between‘whaﬁ is taught and Qhat.is }équired on’ the
°jo§." In order to know.whqg'to téacg,_one must reéearch'the j6§ ) -
- réquirements. CurZiculum contént.should be focused on the necessary
T _ - program outcomes gc‘tﬁat graduates ecan obfain gainful employmentl

The military services §ipneered the use qof datd-based means to

determine curriiculum content for trainihg programs (DAE, 1970; DaF,
1973p DA, 197 Curriculum is defined here as "intended learning -
outcomes™ to bg viewed asithe "product”" (i.e., "what is to He learned"

as distinguished from instructicn, or the "process" (how’sucﬁjléggning
.‘ - I ,a. \ . ' -‘r
is to be atggined). What curriculum is td be learned is dependent

upon policy setting {Johnson, 1967, p. 135). The intent of the present ¢

N H

. . N I . '
study is to focus on curriculum rather than instruction in order to
. . . ]

determine the "intended learning outcomes.” : -

- Pecaro (1979, p.1.) supported the purpose of this study when he
[

'.-said that, "The initfhl‘séep in establishing any course of study in a

technical career (associate degree leyel) is determining the skills that

‘a graduéte must possess for successful employment. Theres is geneyal

agreement that thedegskills should reflect thet needs of the profession

in ‘'which the graduate is to be employed.

ot 1]

At best, Qseds of a
: -

N




nt

profees:.on are der:.ved from the advice of a panel of experts xn the fleld.(

R . rAt worst, they are based upon the experience of a single consultant or

jfaculty member. Although needs 50 derived maf’reflect the skills~

requlred by a ptnfession, they have a falrly hlgh probability of belng

deficient." : St ' | | | g.
Fowler and Seymour (1974, p.46). further supported this approach when
0 s '
the& stated that, "Development “of any program shou;d consist of a s
A [

systematlc approach to currlculum development based on an occupatxonal
‘analy513 of the spec1f1c specxal;ty..] Slmllarly, Flanagan (1973 P. 551)

after studying student populatlons and. educational programs, concluded that,

"Recent experlence indicates that the quality of the present educational
} L]

programs can be improved more by ‘systematic selection of what is to. be
taught than by improving how .xt is taught." | | & -

v .How are curricula developed? Drathwonl’(lQSS, p.‘83092) aays that,'
,"Curricuia‘gain.adoption by co%eenaus that what is taught is of value”.

i

Kapfer (1971, p.137) says a rational approacn to curriculum development -

utilizes well-defined osgectiveé. Identification of performance discrepancies °

. results in .the identiﬁication‘of trainipg needs and objectives (Mager and
Pipe, 1970) and subsequently program'objectives (Mager, 1962, Kemp, 1971).
- \ R , R | ‘ e

" A well-defined training objective m%§:§j;ntafn the following in-

N -

[ 5 .
formationgh 1) A statement that explicitlflescribes that overt be-

£

-

havxor by whlch the learned capahlllty can be observed and measured

(2) A statement of the conditions and limitations imposedson the per-
. formdhce; and (3) A statement of‘g;Z standards of performance erpébted
.cf the students (Bultert-1972, p.90). Training objectives must be - ‘- '

measurable .and described in performance terms. The fcurriculum designer.
. R A 4

i}



e

- . N ! ( N\~

» , L. v . i .

. . . ! - p . ' . ]
~ 'can utilize them to establish program outcomes so that curricula objectives \

e 9

can be developed and validated. _ . . .
-’ Minimum level behavxoral objectives state the basic goal Ln terms of
the perfprmance, actxvxty, lnstrumentatzon or behavior that w1ll be . .

, e _ .
. requlred of the learmer. They are sometimes referred to as "program

¢

objectlves," because- they do not anlude all the Spec1f1cs of performance ..

objectives and. are often used to developloverall programs (McAshan, 1970,p18).

o

d Many applications have been made in pﬁblic‘and private aQEncies for

. -
- *

job descrzptlon purposes and for developlng training currlcula. The following

O . two factors are commoﬁ throughout .i . .- ; ' 2 .
. ' ) ‘ r
/ 1) ™Comprehensive listing of tasks that comprlse the specxf;c
job activities, serving as the basic uriit of an oceupatlon
for analysis purposes; and | ~ .
. : _ . . N y ' . . ,
. 2) |Heavy reliance upen job incumbents (ot others vexy close to -
the actual work situation) as the primary sources of ' .
‘ 1nformat1on (Ammerman, et. al., 1877, p. 14).

.
N

~

)//F'; The task inventory, oF deseription, and occupation survey processes are

¢ .

essentially»job'description‘techniques.‘ A job/task description can be
. H - *

4

described as a summary of the behavioral content of a job. 'For the purpose
- - s . —
'

of this study, "task xnventory‘" "rask analysis,"'and "task survef” are-

synonymous and are used intexrchangeably# _ .
"The validity of course design decisions is directly related to the care’
. N .

R ' » A 3
and accurécy with which the task analysis is' done. Training programs must

be responsive te the real needs- of the job. 'A'thorough geing task

b

analysis-is the’ very first step in that direction.” (Ammerman, et.di., ' °
1977 p’? 84). S B < ' s |

\ . - . -

‘Task analysis is a systematic process of: 1) defining these desired - . -

. ) ) l ' ’ ' ¢ ' -X( »
outcomes; 2) identifying variables which affect the outcomes; and
o -~ ‘

¥ .
.
b ‘ . ,.__‘ i ¢
. .
“
. R N . 3
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- . * ~6~ : ¥
. 3)Adevelopin§fa plan wheréby'these variables may be marmtged_to produce’ .
~ . ) : .o
1 ; the desired eutcemes“ (Bésten; 1972, p.;),' f,.“ ' ; ' -
-,‘ . v The pmary purpose.of task analysis ie ta“define-the-deeired

outcomes and ta El a course of act;od which will produce the de§1red

* outcombs a.s defxned The plan developed as- a result af the. Eganaiysn.s.

-t

is labeled "the course of action and sequences act;vities planned in .

‘o « order to achieye the outcome objective. Task.analysis.allows the
- . v . . . ' N N - o ‘e
. - . .
"curriculum designer to.facus on necessities whlle eliminatiwng un- ,
' ) v o - . ]
productive allocation or resources. ' o i .
. ’ - . * ' . N ! JUDS S ! . - . ‘&»
Ammerman, ‘et.al., (1977) compiled four volumes concerning Pérformance.
— _ — L \ | . ‘
, Content for Job Training for Ohio State University., The volumes contain R
“ . . . . . - . ) 3 e
. -~ the.following information: '
. ' . . g : é
a) Survey feasibility o ‘ ‘
3 4 . : . . L
. * . b)- Form'of task statements T . f.
_ o c) Types of data: ) ‘ - L ‘
. . ~ N .
i ‘ ] v 1,. Extent of task occurrence » ¥ ' s
. N . a 2. Level of task SLgn;flcance to the job, and /
- 3. _Degree to which formal school traznlng is recommendedﬁ ‘
for primary task learnxng to cccur.
d) prodedural roles ot ' ‘ .
] . ) '«
. e) Cost, egfectlveness. ' _ .
! . ‘ i =
. é trennalreg_were admlnlstered to both workers and supervisors and
| W&R e ~
: et resd e§§ pmpared. Ohio State University has prepared computer packages
> . CENNE wa . 4 . - - L
. _ &@e cccupatlonal task ana&yszs surdey data obtained along - .
) | . . ,
S precedures which are based on factoer analy51s and re- N
. - o .
atysis.. Tne eequence of componente establlshed fer the %
“» N P
A M ¥ L .
‘ proge€s gré the follix:nng. N .}
g (-“\Q“ﬁ ' T
- v, R R, ,Determining the occupational scopéfof intefeéﬁi_ .
. . fas
. . 2. CenstructlngLcompreﬁenemve lists of jeb taeﬁs. o N,
* - & 3, ,Obtaining task data ‘and catings /ﬁrom wdrker's-;71d supervisors.
N . ¥ - ) § .
. * . . ’
1 ‘. . Py . ' - ’ .:J - . . ( < .

A 1} - L




¢ - . : . - .
. IS v : . ,‘ *. k .- v
.,. PR . . _7- - .": | .A
- 4. Determlnlng~§he “job releVance of tasks, an@ report;ng the
descrxptiVe results. -

. )t " s
-

5. Selectlng tasks for Lnstructlonal coﬂsideratlon. ' . N

-6, Determining the performance level to which each task should

. \L * . be develdped. . . e e
. , 7. Formulating statements of terminal performance objectlves for . ‘. "
o, -, * the purpose of communicating the intent Qf the ldarning sty

program - (Ammerman, et. et.al., 1977, p‘S) L L

The lmplementation of a task analysis enables mare accufate and de-f. ; ,:
. .

3 'A  Ltailed 1nformatlon'§o be collected. K;ng and Brooks (1976) defined

. the task analysxs as "the process of revxew;ng the actuel ]ob content, _ L4

'lncludlng task lists} éprosedures for petformlng tasks, ngormetlon A
v'related to taskg, quality cont;ol.standards and equlpment. tools end .

_supplies.g’ In provxdlng "an opportqglty ﬁpr traxnees to—me:etperforL

L3¢ 4

mance standards accepteble to employers." Harrlson (1974) realzzed ‘the

o~

3 - *
need to.implement a task anakysis. J&b data were collected “reletlve to
) R . . ) _/ ' : N A
existing job opportunities, job descriptions, methods of job entry, ,

aptxtude and personal traxts, job tasks performed ?nd the proficzency
requifed to perform each task." Slmllaxly,{Bernard (1975) dlscussgﬁ"

% some of these domponents in the‘}mportance of the task agalysis lnSt%?—
* L . . . . -
’ < L) ae .
ment.

)
¥

Florida has a competency-based vocatfonal'education system. The

7 . syitem melies that course performance objectives must be the skills € -
*-

graduates would need to get and maintain a ]Qb. Most of the sub—~ .
IS f- » . - ‘

.4q stantive curricula ¢hanges have been baseé;mn V«TECS (Vocatlonal-

€ ’

* . C e

... Technical Education Conso:tlum of Statd!) whxch is compiling a list

of job skllls which are Qelng organlzea into catalogs of object;ves on
a- . N

Ve _'the hational level, For each catalog, a state's V—TECS organlzatlon
gpends up to two years analyzing job skills by intervigwing actual’ ;

. & M * N ! .
workers. The occupational survey is,used to identifx”Entry-level N




-

1\

o bbjectlves.to evaluaﬁe "home-grown“’course/program objectlves.

. 1n currxculum plannlng by educatlonal agencxes (State ,of Florldau 1976

 BACKGROUND . N | o ~ .

’;)X ) -‘\‘ - - )

tasks of the workar whlch are ﬁranslated 1nto performance objectlves andr
vakr " 'w * kY ) Q

crlterrun—referenced meashres. Instructors can-use the valxdated V-TECS
-‘ “ ) -~ . -‘l . . \

Other than V—TEG&, task survey procgdureg have not been used radtinely

. - ’.
'y -

-
- ]

'p.37). Ammerman (1977) states some/possxble reason for th;s ghenamenon.

: - - - ~ -
’&-é . t . . 13

_ ’51.7 Uncerta;nty &hether large-scale surveys were ) .u o .ﬂ..‘
: L feaslble for ndh-mllltary jobs. P

. b2, Uncertalnty about how tq,state fasks Ln a form usgful S

+ for. cu;riculum\data. . 3’ - : -

‘3Ti Unce Einty concerning types of” task datd necessary. - ' .
. . . » : . )
’ 4. Un rtaintx concerning meaningful roles of local - ' “
' 1nstruct;onal personnel and community interest. ‘
S -

* 5. Uncertainty of cost-effectiveness of such a study.

3

. . 6. Uncertainty about training atggenquﬁ or detailed levels.

[ \E

The Emplover Needs Assessment (Mekallis, 1979) conducted by Broward
= ke ~ N . .

Commﬁnity boliege (BCC) in 1978 was concerned with "cufrent éndgfuture

Lo . *

negds for training and manpower, present capabilities of educational

- . t

agencies' to meet the manpower needs, and recommendations for com-

-

munity planning to meet those needs." The approach utiliz_ei in the
» . .' [ I " ‘r

needs assessment centered on collecting information directly from

the community. The training needs, as perdeized by major Broward
County employers, were'determined by means of perscnal intervie@s.

.

The stated benefits of the heeds assessment included ... "the opportunity

®

-
N

.

- to define needs more effectively, to ;éentify ;he_ﬁost.appropriate

/

‘solucations and to érpmote interaction between the public and private

-

.



N »
e _-9—‘ o : :
. - o . X .
A . .
’ of o ' . T -

- | sector to fac111tate the del;very 6f 1nstrhct1?ﬁ....k(Mehalbie,

- L R
L

- ) . . 4; . [ )
o 197& p. l) The "lnteract;on was regarded 3as, essential to
o . . o ’ ' ’ . J
et facilitate communlty planning to meet the determlned tra;nxng need..
i“ s « f . Sy . 4 . »
. e The flnd;ngs of tﬁe needs4a§sessment were preSEnted in three o
PO — N . ’.ﬁl, ; AR T, . ; <

] . C . .
. . . - . . -

prlmary categories. L : . e
) . .‘ ) "A"A ¢ .. Y.

A
o Types of training ldentified by employers as most
e N B needed in Bréward Coum:y e

(Y
L I : . ¢ [

. . b) nghest grojectid demand aqpupat;ons - . ’ o ‘-:5; ) .
. ‘ 3 l s

| c) Avallable educational programs for.tralning and identl- .
, _ . fication of areas with unfulfmlled training eeds. .
T ) . (Mehall;s, 1978, p 79) ~ : (l

A
-
3

As an outgq\fth offthese findiﬁgs a receﬁmendetion was made for
Y ' the lmplementatlcn of a follow—up-prcject to ac¢t upon tﬁe ‘expressed ., '

*
[y

needs. The communlty was to’ be used not only %a define and express T

~ * . a . . b -

needs, bgt tn’provmde the Lnférmatlon necessary to méet those needs
in the form @f curf:lculum de& éd/cr euluatlon cf existing pro-
grams: As pointed out by the Department of Commerce..."advances in . ' \\\EQ

technology, shifts in the demand for certainfprbducts and services,’
'the migration of industries, and the economic trends in the nation

] - *

call for changeg in‘the.demand for various cccupational sgills" _ ﬁ

.(O‘Harg, 195?, p.1l). Occupational needs of the-community-changé,
. ‘ ‘
."‘. e A v . ' a

and as they do, .the college must adjust its program content with

approprlate currlculum actlan.. '

‘1 -
Currently proposals for new currlculum at BCC-.come prlmarlly ‘

. 2

from campus personnel who have determined by various methods that

a new coutrse is needed. A propaosal is submitted to the Acadenic

- .

Affairs Committee and must by accompanied by adequate ragearch J—

to'prov%ge the following information about the proposed course/
) . . . ] L s . ? ’ A'
program and expectations of potential graduates: : '
¢ | ' - ' |
Q. . - g LA .

ERIC | | 13
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. i : . . . . . .
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-

. A A descriptmon of what. g:aduates wbuld be able to do

- P .

b) .Su.bstantial evidence of agreemen‘g hetween the college
and employers concernlng what the grhdueteé should be
able to do . - » u)

- . oL

* -

c) Evidence of a sqpstehtzal contiuuzng need for graduates ° v
of the program ' . . BN S0

- . ~~

.
. .‘ .

\f -

) .

d) Data regarding relevant program offerings at’ oﬁheg post- , . .

..

' secondary institutions in the dlstrict ' .

—~

e) Assesgment of economic ;mpact of lmplementation

f). Assessment of. Civil Rights impact of implementation. .

(Broward Communzty College Polxcy .Manual). -
e

*

Informal lnterv;ews with faculty indlcated that most new curriculum 4

N -

is initated by feculty members who "felt" needs for‘F new'’ p;ogram.flxu
» most cases, the faculty member develops the new curriculum on his, or"
her own lnxtlally (sometlmes WIth Steff and Progrem Development (SPD)
monies for released tlme) and then submmts it to a&badvisory committee
for approval. In general then, the advisory committee is asked to
ratify an already established currxculum package. There usually is |

no attempt to conduct a formal task analysis in the occupational field
. - )
to, determine necessary-ieerning outcomes first and then to translate

them into curriculum objectives. ‘ \'
. - :

A

LIMITATIONS

Any limitations which became apparent during the course of the,
project were investioated to the extent_possible. Where possible
appropfiate modifiecations were made, however, several factors could not
oe controlled by the research‘teem. They were as follows: -

/ . !
1. Even though the methodology indicated that respondents would .
be personnel directors, they did not always prove to be the -
most appropriate person to” interview.

*

A

¥
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&

-,

) ) "=11-
: \

.

It was determined that the immediate supervisor Of the-position

in -&question was more appro?riatef In large compenies- the =

department heads were the most relevant ‘tontacts; in ; O

smaller busxnesses, the owner often was also the person who

Jhired peri?ﬁnel | 1; T .
}‘l ¢ s . v

Therefore, the followxng types*ef persons were lnterviewed -

' . . - w - f .

‘Business Data Processing: |

5

.. glectronic Tec¢hnician

Head Nurse o o

Construction Secretary

Occupation - ,

Computer Programmer

.

. : Drafting

L :
Insurance Secretary .

k]

.
.

- -

Type of. Person(s) - L.
- Intervigwed C

- Department Manager *

aner/office Manager/ . -
Persennel Director

Head Drafter/Drafting
Supervisor/Pergonnel Director.

¥

-

Personnel Director/
Department Head/Head

Engineer/Senior Technieian

DirectoY oﬁ'&ursing
Director of Personnel

Owner/Office Manager/
.Personnel Director

Because of the format and the time factor in completing Part

B of the questionnaire, some supervisors were hesitant to ‘

provide adequately detadled information. Cepies.oﬁ'job.des—

criptions were offered instead. While the information was

-helpfnl, it did not conform to the questionnaire design and,

e s .\
thereforeffgade it impossible to correlate supervisors' and
>

workers' response on Part B for some areas. . .

]

Several of the persons inteérviewed offered "extra" lnformat;on

Interviewers had to make perspndl judgments in 1nterpret1ng or’

summarizing informatiqn presentéd, resuitify in additional

. “ A Y
amounts of interviewer bias.

The” personal nature of the interview

‘caused the supervlsor to be hesitant

.

information.

b~
-
N -

s1tuatlon could have

in relaying detailed



. The "employee” involved in the study was nonrandomly

< fluenced the informatienlebtained. , o , :
o . : s ‘o [N
_Since.the program areas .being studied are dynamiﬁ, chenges

‘during.the‘execntion of the prpject. { ‘ .

: . : . . S

t

The‘generic design of the' task analysis coul&.ﬁave limited

the scope of information collected in specific occupations.

)

selected by the supervisor. The selection could have in—.

ﬁ

. in the educational cugriculum offerings may have occured

)

~

it is pOSSible that some high priority areas may . have been

nadvertently overlooked. , . oA

-

Numerous small businesses (especielly conitruction) in the
sample could not participate in the project, since the rele-

vant personfwas rarely available for interview.
L, L

+10. Interviewers could have erred in recording manual responses
on Part A of the questionnaire. . |
" 11. Coding erroxrs could have been made in preparing material for
- computer proceSSing. ‘ Keypunch exrors should have been
¥ :
minimal, since all material was #erified.
. 12. The :gas shortage experienced in South Florida during Spring
and summer 1979 made it necessary to chsnge the reseatch
, design and validate the task analysis via mail questionnaire
from employees rather than by means of personal interviews.
\ R ‘ . -
. 13. The high turnover of BETA employees caused some lack of
‘continuity in the project and resulted in changes in the.
execution of the design and final report. =~ ° .
ASSUMPTIONS

The Project Director assumed that‘the defined populations included

the universe of'employers which actually existed in the specified

‘occupational fields in Broward County.
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*B.I.B.

J
Career or
Job Ladder

C.E.T.A.
C.B.E.

-

Competency

- .

Curriqulum'

Quty -

Employee

Entry-Level

skills
ERIC

F.S.E.S.
HON.M,

L.P.N.

- .
‘ -
f
. Broward Community College Coe . ’ ’
Broward Employment and Training Administration-.- ot
‘Business Data Processing ” - - ) :
, A . i . . .J ’ r . N
’ Broward Industrial Board " ‘4'
"A graphic descrlptlon of the opportunlties for job
advancement and career. development~;n a given *field
of employment . o . :
' - ’ .

Comprehensive Employment and'Tpaining Act :
Compdtency Based Edlcation ' . * .

o Y ‘
The ability (including knqwledge, skills and/or
attitudes) to perform a specific task or duty
successfully. .

. A set of ohjectlves, content and 1nstrumental

activities arranged in the best sequency for
learning. , 1

P

One of the diétipct major work activities in an
occupational area. A duty consists of one or more 'S
tasks . . : T .

Person in occupational position or job under

'.consggeration N . : "

. 3

Minimum, prerequLSLte Sklll§ required for a person
entering an occupatlon to obtain a job

Educational Resources Information Center N

*

'Florida State Employment Service
M 4

Head Nurse Management

4

Licensed Practical Nurse S

=



2 .

-

* OOJ.T. ‘l

‘&

* ' P-é.B- " .

- Performancé
» Objective

A

R.N.

SQF.MOA. ~
S.p.D.

AS.?QS.ISQ'

Stratified
Ranidom
Sampling

Task Analysis

South Florlda Manufadturers Associatiog\\

3

Staff and Program Development
Statistical Paékege‘for the Social Sciences
(computer softwars~package)

A samplrng process that ensures in advance that

ample will contain the same proportion of members

of different groups as,_ in the larger populatlon.

N -
A'method for investigating*a job by using an‘
instrument designed to obtain information regarding
job requirements and entry—level skills in selected
occupational areas.

-

-

On-the-job training - PR S

Printe&-Circuit'Board <. ..i oo e - L
. - £, - . - .

Personnel Drrector ¥

A statement. in precise, measurable texrms of . .. "

a partlcular behavior to be exhibited by the

learner under speczfred condltiohs._ T

Registered Nurse : - .
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Research Questions . / ‘
. .‘ ' ] \ ‘l 0 B R . L]
. P I} - M ) . .
N\ ) )] . - L ) - L s
' i ) T .\'\ ; j g T -

.-

”_The following fésﬁg;ch-que;tiéné weres addressed by-thé'téséarghers:

)
L v L) L.
. . “ . v . [
- . L -
. * .
. . ¢« € . .
. . . B .- . L - "
a « ! . s . o . ’ ! ‘€.

. . »

1) 'Whak‘were‘;hé cécﬁp&tiopa@'prioritigs'pf~'
reétest nee@ as §efined by égélogerS'with;p "

. | .eaé discipline which were éppfépriéﬁe ﬁo

. post~sé¢§ndary lavel educatién? .

2)  What weré the job-entry level cémpetenéies .

for Eaéh occupational area ¥entified?. |

3)  What.recommendations copld be made with -

regard to curriculum development or curriculum

evaluatiqn and the resources ava;lable-for

L

" implementation of new occupational programs

and/or courses?

.
- -~
-



Population and Sample Selection

[ -

4
-

The size gf‘éach occupational sample was.

A} * .

detérmined using a =

&

stratified random sampling taken f:om?thefpoéplatipﬁ of 200 ébmpaniés.

L
5

‘taking ‘into consideration geographic location. . Statistics identifying

the total number of relevant companies, or-gopulation,'in Broward County

‘were provided by the Fl§:ida state Employment

L ad

Service.(FSES). No

.

restrictions were placed on‘cempany size, since the purpose of the

. ﬁﬁ . e

project was to ob§ain a broad perspective.
occupational areas, sample size and soufcg of

: _ Saturation Sample
Occupational Area

Fa;}owiﬁg is a list.of the

of Companies

>

o ]
Headtxurse ‘ 25
‘4
N
. « * - .
Computer Porgrammer:, . Y
Business Data Processing ' 40 '
0y . . . . s
Elgctronic.Technician o 45
Drafting / ‘ 40
Construction Secretary ‘ 25
“Insurance Secretary _ . 25
, .
- 200
. .o
. , ‘)l

-16~-

¢

companye Names.

X * Source” of Population

All major hospitals
in Broéward County
" -plus ranBomly selected.
. home health agencies.

Membership list of the
Data Processing Managers
Association.?*

Broward Tounty 1978
Industrial Pacilities
Guide. **

" i ] "

N

S e

B Ty o R
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' . -17- D
) ] . . -
\ . ‘ < ‘ ( . ' : 3
h. 1 R Al . i ‘ ’ ‘ - “
o " . . :
-, - * This1ﬁlst was provxded through the cooperat;on of the Data Processlng
. ) ~1
' Management Association (DPMA) whose chairman served on the praject¢_¢,r3
oo { .- 7 L
. dezsory board.; T L - ' o )
\ *x .Thls llst was prepared by the Broward Industr;al Board TBIB} and
’ Y ’ R “. L]

fePresents companles respondlng to an lnquxry conducted by EIB

in 1977. ‘ . N .. - . e
: . N s
. * ) - ,. . . . . s N
Follawxng are the. statlst;cs pertalnlng to the ccmpletxon oif¥art A of
S ' the Task Analysxs: j”"fA.' SRR : - ﬁf$:i
. Area | Ssample Size  # Completed % Completed
- . " . . . ',\' . . . . . T : '
- Head Nurse = 25 ' ‘ 18 _ . 12% -
- “ ’ '
Computer . :
i Programmer 40 21 53%
' . * Electronic ' , ‘
. © Technician 45 © 30 67%
a Drafting . ! 40 ' 19 483
, ) ] '- ~ ' ) - ‘
- »&szstruction ' ) ) o " : o
' Secretary 25 . 8 32% ! i
Insurance .
Secretary - 25 19 76%
Projected ’Completéd
Total: 200 Total: 115 Total: 57%
K : | n
. ¢ t
, .
>
4 | 2
- , ¢ Il
. -




)

‘ . . . o . o - >
rollowing are the statiéiios pertainlng to the réturn of Part B

o ¢ e

e (Employee Validatxon) of the Task Analysxs.i The projected sample

+ . size was determlnéd by the’ completed number of respectiVe Part A's."
S Area .  Sample Size # Returned = % Returned
o . ) o e ? ' iy N
‘ ' . ’ ' / - i ."'c. X ' .‘ c . i
Head Nurse . 18 AR § AP -9

. Computer

Programmer 21 - 9 . 42%
{ - Electronic . . .,
Technician : , 30 16 _ £33%
| L e
' Drafting 19 . izt 63%
. Construction = ¢ _ »
. Secretary - 8 . 7 88%
Al :‘ N N . .
Insurance . , . |
Secretary . o .19 12 . 63% -,
- . . , > - ) 3
[ ‘ “* .
- _ Projected, ‘ .Coppletea . .
. . Total: 115 Total: ,67  Total: 58%
4‘ .
v ﬂ # »
P R -
-l
\\ /‘
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N . DETERMINATION OF THE OCCUPATIONAL PRIORITY AREAS - o L
R - - g - " ; ‘ . .
A ‘-F - B ’ '. ¢ Q ) 'M 3 N
Z? The Project: Dxrector and the staff met thh the Browaxﬁ Ccunty o
Personnel Assocxatlon at. the commencement of thehprojeqt (o} dlscusi

Y the demand areas ldentlfled as prlorlty needs i ;he prev us year s

J

. - . . project.°‘As a result, a survey. (see Appqulx A) was maxleé to a randam .

-~ . E
. !
selection of companies WLtth the occupatlon areaQ‘llsted below:

. . . ‘ i ‘ ) -“ l' . ] .._'_
‘. ‘ ‘ ] N ,\ . . ! . . - .‘K

. . Accounting . : Insurance S ' ‘.
o Airport Employers : Laundry : | .
' Auto Dealership & Leasing, Manufacturing & Electron;cs
:f Commercial Banks . - /‘ " Newspaper
Construction ‘ Restaurants, Hotels, & Night Clubs
Department Store Employers Retail Grocers
. Employment Employers Shipbuildersy
) Health '~ Trucking & Moving

\

¢

-

Employers were requested to:

a) Rank, the given'titlég in order of highest priority

-
) u $
. b Indicate any omitted hlgh prxority jObS S,
oY) Indicate interest in being a member of the.
. education advisory panel. : s co T
. The information collected from the survey was used to determine)’ R

.

the meén.rank ‘importance. of each job title in terms of perceived future

N : .
needs. From this, a list of occupations for further research was

N

£ determined, as,indicated below: y ‘ BRI .
. o . .
" Auto Mechanic . _ lgcensed Practical Nurse (L.P.N.) .
K " Auto Sales . Loan Processing Clerk =~
- Bookkeeper @ ¢ : Management/Supervisor
Business Data Processing: ‘Medical Lab Technician . .
, Carpenter ? Metal Working Machinist -
Chef . " Registered Nurse (R.N.)
Electrical Engineer Retail Sales . N
* " Electro-Mechanical Assembler Savings Counselor ..
‘ Electronic Technician Secretary-Banks, Health, Trucking
- Engineéring Drafting Auto Dealers, Insurance,
Heavy Equipment Operator Construction '
., Home Hedlth Aide . - Short-Ordexr Cook
. Insuran?e/Agent(proker Teller
. . :
A / ‘
&
I ) )
oI . .




X ‘ i Lo .o . I
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. ~ / . AR . - . .
g E T *\:\ oo : =20~ N ‘ ~ ~ . it : .
‘ o Ra . ] . .
l‘ ‘ ’ - N I ) :
5 . 3"‘; R s i . e 7
- - - .’ @
e > ‘was researched.go‘Qeterﬂege whether the need was q . .

4

« 7
» o further valldeted‘and whet?er t:elnlng was approprlate at ;he community

..' - , . .‘- i\\ P '.‘ ,‘ R R £( . . ’ . , . . . .
S cﬁllege level - . e e . B e
".;"-.‘. . T r ‘ < RN l ‘\ ‘ I
_ - Following is ‘a list ef occqpatlone, ln e}phabetical order, which T
e . ’ v . B T
% v were subsequently elimznated fram-the pro:ect tor the stateg reasonQ\ .
) LI * r . ' ? \ A . . .
. . - . 3 o . i ) . . ‘, , - . : N - . "‘@ b .’ " .
- ‘ L} : a T . Lt : .. . . N . oo
Automotive Mechanic ~& Trafnlng évallable at sedondary school
/ > T e ) level , ) )
’ - . , . . . 1 . . \“\\‘Y %\\f% !‘g"
Automotive Sales - = Training available at-either vocational ¥ A
. ) . . level or- ofi~the-job (0.¥.T.).training

Automotive Par§s Sales -0.J.T. .. , T ) ' , @,H‘
.; Bookkeeper f ) o Trélning offered withln the accounting
. ‘ . ‘courses at B.C.C. :

‘ Carpeﬁtef - Y. Tra;nlng avaalable at, secondary school %

' : B ' vecatxonal level - .o : -

5
Chef - - Courses offered at B;C.Ci
) . - ‘KHA ". ]
*Electrical Engineer - Program available at B.C.C. in Electrical S
o ' T Engineering Technelogy which can lead to.a -
: o _ R ~ four yedr baceulaureate degree‘
- \ *Blectro-MecHanical ' . - . S
¢ Assembler - Generally 0.J.T. vocational level
Heavy Equipment , Training available at secondary school
: Operatox - ~ vocational level , .
) _ . ‘ ‘ : .- . :
Home Health Aide - .  Courses available at vocational schodls;
S ' : area not generally regarded as -being N
2T ) | applicable to community college level '
) Insurance Agent)Broker -B.C.C. offers general insurance courses .
L 0 , and a preparatory course for licensure
N\ ; w f ' =
' » Licensed Practical Cdursés available at vocational school
Nurse (LPN) - level
. Loan Porcessing Clerk - Program offered at B.C.C.; U.J.T. | a
3 .
, 4 : '

‘)l"“
‘: .)




. . Management/Supervxsor - (Healgh, Alrcraﬁt,\Restauranﬁs Banks, .
. . ) S . Auto—Déallngh Retail Stores, Constructlen)
_ S . ; .. THe basic principles of management apply
L SR 7 _— _throughout the’ different areas. ManagemEnt
R L .. courses are cffered ‘at B.C.C., and the-
' j S ',spec1al;zed-needs of these different
o B _occupations are met. thrcugh 0.J.T- and/or
' o additional educatioh at upper divxsion '
unlverSLt;es." ‘ _ _ ) o T
: Medical Laboratcry_.’ ] Program avallable at B. C c. and vccatlonal
R 4 . Technician - B S school level 3 . . ”

L} ®

Metal Working Machlnlst‘Tralnlng available at secondary ‘school -

\
«— . ' S vccatlonal level - o .

’ -

Registered Nurse (R.N. )-Courses available at B. C c. and some local

. Ny ' private colleges o . ~
e ' R - A < ‘
' Retail Sales . - 0.J.7T.
- Savings Counselor - Course available at B.C.C. and 0.J.T.
- - ’4. » P .
’ Secretary - . '/,u\jBénk, Realth, Auto-Dealers, Trucking)
. e Secretarial courses are offered at B.C.C.

Addltlonal couréés ln the above areas were
not warranted at this time accordlng to.
the survey results)

Short-Order Cook -~ Course is being implemented at B.C.C.
. Tellex -~ Course available at B.C.C. through-the
: -~ : American Institute of Bankjng .«

"
-
. e
-

The remaining occupational arelas were investigated within B.C.C.

to eAsure that one or more of the following future actions were \
warranted: . . ;
- 1. ° Evaluation of existing piqgﬁgm ' ) ) . )

2. Supplemental information to existing program

3. New curriculum design,
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"As a :esdlt of the B.C.C. on—cahpus validation of occupatiqnal.néeds,

a

the following occupational priority_areas and recommended actions
were dstablished for the study:

-

*
”\ . . ) . . - ! ‘ : e L]
Occupational' Area ' Action “ i T
. Business Data Processing 'Evaluation of existing program
Computer Programmer ' ' oo -
:, _ ’ Y ‘ C .
- Construction Secretary , Workshqplspsign'.‘ 9 ’

. ‘Engineering Drafting . *  Curricdlun development
' °  Electronic Technician Evaiuation'of existing ‘program |

Head Nurse Management Curriculum develbpment

Insurance Secretary . Workshop désign

3 . T ~ -
k] i - ‘
[N I —
- "~ . .
, 9
- A\ ] ')‘ ‘ .
1‘, *
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beginniné of the project wer,

~The coordinator and three

.

N e

ers of the research team at the

concerned with becoming familiar with.

L3

various aspects of the co lege and collecting informatich essential

Tl
.

to the project. Following is a list of preéaratory tasks‘undertaken'

byithe

team: - T A

4
.

‘h- . d N

Geheral orientation to B.C.C. and its various campuses --
Particular attention was given to understanding the procedures
involved in introducing néw courses on. the three campuses. '
L} .
Familiarity with the previous needs assessment study, its aims
‘and objectives and its link to the current project.
An extensive library search was conducted of the ERIC system °
(Educational Resources Information Center). Topics researched
included: implementing a task analysis; competency-based -
education; curriculum design; and current research in
curricalum development,:especially in vocational education.

f

~-In preparatlcn for.the extensive interviewing involved, the

research team uriderwent a training, sessien conducted by the N
Director of Institutiopal Research. The objeect was to make

the team aware of how to conduct an effective interview with
the least interference from personal bias. The session
utilized the same format as the previous needs assessment

(For more degtails, refer to Mehallis, 1978, PP. 16-19).

The occupational ranking sheets sent to employers to determine
the priority training needs were processed. The resulting

llSt was investiggted to determine the prlorxty occupatipnal .
areas. -All the hlgh priority areas were examined to see if
courses were already offered and whether these would satlsfy
the expressed needs of the employers..

~

Campus personnel- involved in the selected areas were inter-
viewed by the team to obtain the instructors' opinions of the
current education&l situation.

-

¥
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INTERVIEWING PROCEQURES FOR DATA COLLECTION v

-

2 : o -

An outline of the generai procedures followed by the research

team'for the interviewing proeeeé are listed below:

1.

.-
*

A list of the occupational areas to be researched was
determined. . )
Mailing lists were establlshed for each occupatlenal are&
‘using a stratlfied randaom sampllng.

lLetters were mailed to personnel directors/supervisors
indicating the project objectives and purpose of the
projected interview. Personnel directors were advised .
that a member of the research team would be in contact

. with them, (see Appendix B).

Personnel directors were contacted by phone to set up
appolntments.

' Personal 1nterv1ews were conducted with personnel directors

involving Part A of the task analysis instrument. Time
involved was approxlmately half an hour (see Appendix C)

" Part B was left at the company to be filled in at the

convenience of the personnel director and mailed back tc

* the college (see Append;x D).

r3

Employee validations (see Appendix E) were mailed to the
perscnnel directors to be filled in by a designated
employees currently employed in the specified occupatlonal
position. Upon completion, questlennalres were returned to

* B.C.C. by mail.

L

Results of the surveys were coded and analyzed.

Letters were set out at the end of the project thanking
personnel directors for participating and presenting a

summary of the major '‘findings of the project (see Appendix H) .

-»
¥
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ESTABLISHMENT OF THE ADVISORY BOARD
“The advisory board was established to. fulfill the first objectives
of the project. The purposé and organization procedures involved

are outiined below:

PURPOSE OF ADVISORY BOARD: | - -
1. Assist research team in determining priorities for éurricuiuq
development and/or evaluation. . .
. .. 2. Give professional advice to the research team as. needed.

« -
3. Evaluate and crlthue the training program objectives developed.

Fl

PRDCEDURES FOLLOWED WITH ADVISORY BOARD: _ .

1. A survey was mailed to employers'in occupational areas”defined
in the Employer Needs Assessment (Mehallis, 1978). Persons
‘interested in serving in an advisory capacity in their respect-

ive ?ccupational areas were asked to submit their name and address.

2. Volunteers in fhe occupational areas'sleected for further reséaféh,“
were seént a letter extending an invitation to. the inaugural ' _
board meeting. A list of the board members appears in Appendix G .

3. ‘Volunteers in arehs not selected were sent a letter requesting
" that they serve fas a field advisory for the purpose of pilot
testlng the task analysis instrument.

4. The inaugural board méeting was held Wanuary 11, 1979." Persons
attending were informed about the project and asked to evaluate
the task analysis. The opportunity was given for members to
express special interests, specify positions within the high
priority areas, and mention any areas which may have been omitted.

. 5. Follow-up personal interviews were conducted with each board
] member to obtain more detailed information.

0. Board members were contacted as needed through the duration
of the project. - .
7. At the conclusion of the project, all perschs who had assisted in

an-advisory capacity received a letter of appreciation plus a
summary of project findings. *
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'‘INSTRUMENTATION S

e ‘The variables to be’ included in the task analysxs were determined

| by 1ncqrporating the objectives of the project, extensive’ library

— research, and discussions with relevant BCC campus personnel ‘and _
community advisory organizations (Ft. Lauderdale Area Chamber of : .

- Commerce, Broward Industrial Boatd,; and Urbap League).

Foliowihg is a list of major variables and response format:

Variables . Response Format
- | 1. Overall cbjective 1.. Self-response
| ; 2. Eduoationel requirements 2. Multiple choice-
' 3. Salary - 3. Yés-No; Self response
. | - “94. Working hours | 4. Se}f response
5. sSpecial tests . - 5. Yes-No; Self response
. 6.‘ Employee interaction e. Multiple choice +
b 7. Promotion strategy » . 7.  Yes-No; Self response;
P : ‘ o . Multiple choice
8. Supervisory responsibilities . 8. Yes-No; Self response .

- . - !

. 9. Special language requirements 9. Yes-No; Self response

10. Numbers employed in the ' j 10.‘Mﬁltiple choice categories
‘positien - . . :

-

11. Availability of written ij 11. Self response

. description .
12. General skills check list 12. Yes-No c¢hecklist
13. Task Description . " 13.. self response and Likert—
a) Duty definition - type scale

b) Fregquency of performance
/ ¢) Ranking of importance.
' (where applicable)
' d) Steps involved
(where applicable)

e) Efficiency level : o 1
_ (where applicable) ' ) )
- 14. Equipment 14. self response
15. Drafting skills checklist 15. Yes-No checklist

nh
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Slnce¢the pIOJECt was concerned with several varled occupatlonal

areas -the lnstrument was ‘developed to be generlc in deSan. A three-

part questlonnalre was drafted:

L

-Part A: General information pertaining to the posxt;on.
Presented to the personnel dlrector/superVLSor in the )
form of a personal interview, designed to take no more

. than half an hour. (Appendix C) - ‘
Part B; Detailed joP description to be filled out by the
perSonne} director/supervisor and returned'to'écc bg
mail. (Appendix D) - ~
Part C: Employee Validation: To be filled out bf a person - '
' currently employed in the position and returned to BCC

\ ; by mail. -(Appendix E).

The instrument was pllot ~-tested for the purpose of valldatfaa |
Employers in occupatlonal areas which were ;I:olnated from«the study
were utilized as the test sample. The draft task- analy51s was
submitted to the advxsory board for evaluation, angd relevant BCC campus
personnel checked the format for relevancy to ‘the particular occupatlonal
areas. Revisions were made in some areas, which were again tested before
the final version of the task analysis was produced.

\

" DATA ANALYSIS

- -

. .
»

Dﬁta were analyzed utilizing both descriptive and 1nferentfgl
statxstlcs. Gener;c lnformatlon obtained from Part A of the guestionnaire was
tabulated to determlné the percentage frequency dzstrlbutlons for each
of the six occupational areas. Part B obtained from the supervisor
(employer) was used to identify ,tasks which were then listed for the employee
validation (Part C).. Data from Part C, in the form of Ll%ert- ype scales,
were analyzed by calculating means and ranking the tasks in order of both

*

frequency and importance. .

* s 7

\‘P



> lag Sciences (SPSS) was.
used to &gtermlne adjusted frequencies énd\hercentages, means, and
standard deviations. ;;sponses to the taéks.analyses were manually
- ranked according to the mean -response for bath impcrtance and .
frequency of tasks and were reported in tabular format. Only those
‘responses which were above the mldp01nt~we:e repprte@ in ﬁhé finai,
‘tasks statements for each case. o ' \ﬁfz't.

Simce a saturation sample was employed for eadﬁ oqcupaticnal
area, there was no need- to generalize beyond the samgﬁes §tud;ed,
. The Pearsoh productlmoment correlation (r)‘was used to detéxﬁine»
the extent of correlation between supervisors ‘and empioyees wzth
regard to characteristics of the job. The Chi-square one—sample test.

»was used to determine goodness-of-fit for the six individual sam@les

(each occupational area was treated lndependently cf the others).‘k
. . WO

-

.
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—_ T . . RESULTS, QNCLUSIONS,_. AND RECOMMENDATIONS FOR <CURRICULA

-
-

General Results: o -

A . ' .

. LY

Charts on the following pages depict'the'data cbtained as relevant to

_each occupational area. The initial’interviewee, or supervisor, was the
A} . .

¢ - personnel director for electronic technicians, construction secretaries.-

-«

and insurance secretaries. The Director of Nursing providédethe information
X - for head nurses, while the supervisor and department‘ménager did so for ’
- - 1 - . . ‘ .
drafting and business data processing respectively.' . o ) o

Persons seeking employment in drafting, computer programming, or the

" .
secretarial areas are able to do so with a high school diploma, whereas

the majority of employers. of elgctfaniC'technician* and head nurses indtcated

was.required. All the areas

p | that education beyond the high school diploma
- : ' ‘ T ‘v

4

. h reported a 40-hour week except for insurance secretaries who mostly work
v X ‘ y )

v :
e -

Lol [N

- A ' | . '
. 35 to 39 hours per week. Experience and merit were the primary bases for

“

.-

salary determinaticn in all fields studied.; : .

. »

. The humber-of.employees in each company and number of perscons employed
in the pésition being.§tudied coveleg the full range which exists ;n the

* county. The number of,females employed wés depehdent on the size of the

company and was not compared to the number of males employed. The number

of minorities employed shows that electronic technicians tend to encompass
the larngest percentage of minorities, while the othé¥ occupational areas
. . “

Fl

indicated relé;ively low perceﬁtages. .

Supervisors indicated a'ggneral preference for much of the training to

+

occur at one of the campuses as cpposed to on-site in the company. North ,

| >

. -Campus was preferrell for construction secretaries and Central Campus for

) '910
N . 4 . , ‘\.4" lt \/
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electronic technicians and drafters. Head nurses were interested in

training on-site or at_'North and Central campuses.

Most persons, except those in drafting, entered;thé Job at a fixed

Saiary. ‘Salary increases were made while they‘were'working in the position.

Salaries indicate that fhead nurses. and computer programmers average the

’

most. Electronic tgchnicians exhibited the widest range from entry to
maximum salary.
All fields tend to promote employees without reqﬁiring further trainipg.

The majority, other than insurancq'éec;etaries, do'hot‘;equire‘;eats for
entry,'and they do not have special ianguage requirements. all tablasAof.

.
.

these data follow.



Interviewee's Position in Company

L]

. Business Data -

Construction Mnsurance

o * + ‘Electronic . . Processing
Position: Technician Head Nurse Drafting (Programmer) Secretary Secretary

. . ( S - o c '
Personnel Direfgor 73.3% 27.8% 15.0% .0 0 33.3%y © 73.3%
Assistant ‘- - - R
Personnel Director 5.6 T 11.1
Owner . .. = 6.7 | 22.2 5.3
'Department-ﬁanager ‘ 100.0 |
Director*d8f Nursing - _ 50.0 . . LN ]
HeaﬁAEngineer “10.0 10.0
Senior Technician | - 5.0 ,
Office Manager | 6.7 _ ) v 10.5 \
Production Manager _ 5.0 16.7 .
Supervisor ‘ - 3.3 11.1 50.0 : 10.5
No Response . 5.6 15.0 33.3

- '
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wSuperv;sor'Réspsnse to Minimal Educational Requirements (Qmestioh 2, Part a) '
. ‘ . - ) . . . . - . T o '
! L ' s SR Business - . R
' Minimal Educational Electronic ‘Head Vo . Processing . Construction Insurance.
L Reguire@ents: . - Ti'echnicignﬂr Nurse Draftlng gggguter Prggrammer Secretary Secre&g££
] " . . 2‘ 3 ‘. -
_ | o | | ‘ | .
. No formal education - 4.8% 0o 0 S« L7.7% 5.3%
High School Diploma s 3.2 0 50.0% 30.8% ' 61.5 89.4
. : T . . ] . . . . . W
Technical/Thade School . 20.6 25.0%  22.7 0 B A 0
Certifjcate " :
(1 year tec 14.3 0 0 0 { 7.7 0
) " ¢ : .
A.S. Degree 20.6 58,3 ¢ 30.8 . R ¢ B 5.3
4 year College X 1.6 .0’ o - &8 | © 7.7 N 0
Masters Degree ‘ 0 -0 0, | 0 0 .0
Other : ‘ 34.9 - 16.7 27.3 34.6 . 7.7 4 0
| . . : | .
. 1t . ’ ' 3
P !
' Q
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Number of Working Hours ;_ier week (Part A, Question 5)
' * 'Y ‘
- o . . . sq , v N
- ‘ : Ao : . . Computer- .
Electronic Head- - Programmer Construction -  Insurance
Hours . - «Technicians  Nurse Drafting B.D.P. Secretary Secretary
: P :
. [ 3 ) . o . ‘. » 3
35. - 39 ., © 0, 0 0 20.0% - ©0 89.5%
40 100. 0% 94.4% 80.0% 75.0 . 100.0% ~10.5
41 - 45 . .0 0 5.0 o .. 0 - - 0
— '- ’ . i -
P LY
46 - 50 0 0 oe 0 0. . 0
) ‘ ) ‘
51 ~ 55 o0 o ‘' o - 0 o 0
55 - 60 0 Voo 0 0 0 0
¢ | o R ' . ‘
No Response 0 - 5.6 15.0 0 0 0 ’
/ i ¢ .
L2
29
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| . | . Basis for Salaiy Determination (Question 8, Part A) . T
oy ‘ * - ‘ . o - ) ) ) )

“ : o » K :
: : . T . Business

Basis for Salary Electronic Head Nurse Processing Construction Insurance

ryd

Determination ,. Technician ‘Management Dra#ting Computer Programmer Secretary- Secretary
- = : v = . o
1.. Commission 0 o 2.8% wt) 8.4% 3.7%
‘2. Experience ° 30.0% 33.3%  36.1 731,08 33.3 33.3
—~—— . & .’ ) N ' ) .
‘3. Education 20.0 12.1 16.7 . 6.9 0 7.4
‘4. Salary and - oo
Conmission 0 0 2.8 0 0 ‘3.7
5. Merit _ 20.0 36.3 36.1 414 v 33.3 33.3
6. Other, 3010 21.2 5.5 “20.7 25.0 18.5
— “ . '
i, Che g
L 3 ’ . 4;)
’ A
‘e R \'
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. Total Number of Bmployees A L R - ""
\. T - o . | ." » ; | . l
» . - . . .- 1 : . . k.
e e ' Busix}ess Data :
oo ‘ Electronic Head . , Processing - - Cons.truction( Insurance
 Number of = Technician Nurse . Drafting ‘(Programmer) . Secretary Secretary
 Employees ' N = 30 ° N=18 N =20 N=20’  N=29 N =19 -
A - f. A - N 0 X v A N . " . - e’
Less than 50 10.08 "+ 11.1%  45.0% 40.0% 77. 7% 84.2%
50 - 99 . 20.0 | 1.1 - 5T, . 0. o 0 6.2
. : . . . . ‘- . - E . « * .
100 - 199 20.0 . . 11.1 20.0° - o -, 0 " 12.5
200 -~ 499 23.3 ©33.3 25.0 15.Q 11.1 0
. ‘ - . ‘ . : . . R ‘ ‘ . Lt . ‘_
500 or more+ 26.7 v 33.3 5.0 45.0 3 11.1 ‘0
* . . w
4
Y & . &
. ? ’ i ‘ ‘
» . ¢ '
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. # ) ) . . ] Y . -
Total Number of People Employed in the Position (Part A, Question 21)
* N : : ’ - . ’ *
. _ _ | R o Computer
Numbergof Electronic’ Head & Programmer  Construction fhsurance
Employees Technicians _ Nurse _ Drafting B.D.P. Secretary Secretary
0 -5 L. 36.7% - . 16.7%  45.0% 70.0% 5.56% . 68.4%
6~ 10 6.7 , ~27.8°° .25.0 , " 20.0 1.1 26.3
AR | . < S : ot
11 - 20 6.7 38.9 5.0 . 5.0 11.1 . . 0
21'< 50 20.0 11.1 5 0 0 0
4 a - . - ﬁl‘ s . . L Lt )
. 50 or more 20.0 0 o, 5.0 { 0 5.3
No Response 0 . 5.6 S 20.00 -~ 0O 22,2 \ 0
. < ) :
Number of Females Working in.the Position.'(Part A, Question 22)
‘ . . - Computer ) ‘
Number of Electronic + Hgad . Programmer tonstruction Insurance
Employees Technicians Nurse  Drafting B.D.P. . Secretary Secretary
‘None ' 40,0% 0 6G.0% 3p.0% 5) &~ - 0
1 -5 - 36.7 16.7% 20.0 . 55,0 37.5% . 63.1%
6 - 10, 6.7 27.8 . 5.0  15.0 375 . 3L.6
11 - 15 3.3 27.8 0 0 szé\‘-\\ﬂ 0
. | _ ,
16 - 20 3.3 1101 ' 0 0 12.5 .0
21 - 25 0 .1 0 0 0 0
28 - 30 10.0 55 - . 0 0 0 0
\ ] . ) P ' -
Over 30 o 0 0 0 S0 5.3
No Response 0 0 15.0 0 0 0
O . ~ -
f -, .’w .
. ) PO B -
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Number of Minoritieés Employed in the Position by Percentage of Response (Part 2, Ques,tﬁton 23

- " ‘ ‘ | ~Compu(ter . .
Minorities Electronic Head . - Programmer Construction. Insurance
Employed - Technician Nurse brafting (B.D.P.) Secretary- = . Seeretary
;A . . . * . X ; ‘ . N )
1-5 S 'L46.7% 38.8% 15.0% 35.0% - 11.1% 31.6%
» N . - - L
6 - 10 ‘ 20.0 0 . © 5.0 0 ; 0 . 0
11 -20 . 3.3 (0 0 . o 0 5.3
21 - 50 0 0 0 0 ) 0
‘More than ‘ - B}
50 3.3 . 0 0 0 0 0
‘None or L , - ‘ .
No Response - 26.7 61.1 80.0 65.0 88.9 ° 63.2
b
-~ - ‘ / S
f “ -
l * .
A :
- B o — - . :
H )
LY ) . ¢
13
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Supervisor Response to Most Preférred Training_Lacation-{Qgéstiqn 28, Part A). .

-—

’ -

: ‘Busliness Data
Preferred Location ~ Electronic Head Processing Construction Insurance

for Training Technicians Nurse Draféing Computer Programmer Secretaﬁx _ Secretagx
P T = . .
B.C.C. North Campus =~ 10.5% ° 19.0% 0 16.7% . e0.0% . . 21.0%
B.C.C. Central : . : _ o
Campus | 57.9 23.8 - 066.7% - 33.3 , 0 21.0
’ B.C.C. South’ C . . '
- Cafipus - 10.5 14.3 ,16.7 o o . 0 ' 5.3
[y . ! » ‘ . f
On your site 10.5 28.6 ) - 33.3 o 20.0 36.8
: ( . " )
- Other \10.5- ~14.3 16,7 " 16.7 : 20.0 15.8
N L . \
8
- T <

>

-8t -
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¢ Existence of a Fixed Salary for Persons Entering the Position (Part A, Question 3)
¢ - - -

.
'

- : : : Business‘Data A :

v o Electronic . ’ ’ .- Processing * Construction Insurénée
Response: Technicians Head Nurse Drafting (Programmer) Secretary Secretary
Yes : © 70,08 77.8% .- 35.0%  80.0% °  44.4% 78. 9%
) , | ' o A“ » F¥
N 30.0 - 16.7 45.0 20.0 ©. 1101 5.3
No Response ‘ . o 5.6 20.0 - 0 0 44.4 - 15.8
‘ . _ A ‘ B N

¢ .
. Are Salary Increases Made While Working in the Position? (Part A, Question 6)

Business Data

. Electronic . - Processipg : anstr%ctio Insurance
Response: Technicians  Head Nurse Drafting (Programmer) . ~ Secretary - Secrg}ary.
. ) ' . - . = » ‘v‘
Yes 100.0% & 94.4% 75.0% 100.0% ' 55.6% 100.0%
No ‘ 0 0 5,0 | 0 11.1 ‘ 0
No Response 0 . 5.6 20.0 0 e 33.3‘ . 0
. L

b

Y




,\
. | Salary Per Week (Part Agguestion' 4 & 7)
> | ‘ - | - ' ~Range B  Mean
Electronic Technician
| ‘Entry:  $130 - $280 $168.28
. o e ) _
. Maximum: $170 - $475 | $280.00
Head Nurse )
Entry: $205 - $286  $251.21
' ~ Maximum: $296 - 396 $350.00
Drafting
. CEntry: SN $121 - $240  $171.28
.. Maximum: . $200 - $326 $268.16
Business Data
, Processing
Entry: $160 - 497 | $222.26
Maximum: - $225 - ssz?_ $422.83
Construction . s
Secr 3 "
R4 Entry: $101 - 216  $126.16
- R | }' ) ‘ . - R $ .
R Maximum: $100 - $300  $215.14
Insutrance - .— . Py I e , e
N Secretary
, Entry:; $§122 - $159 $104. 83
. Q : . L{\') ' '
‘ERIC . _ Maximum:. $185 - $315 $205.50
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Response to Whether Employees Are Promoted Without Further TrainingT(Paft‘A.;gpestibn 12)

-_(_ . . . . .
' Business .Data .
Electronic ’ Processing Construction Insurance
Response: - Technicians Head Nurse Draftlng (Erggrammer) - Secretary _-Secretary
Yes 93.3% 83.3% © 65.0% 75,08 . . 88.9% 57.9%
. \ . T N B} ‘
No 6.7 - 5.6 15.0 425.0 SR 11.1 _ 15.8
. AT . ‘
No Response 0 11.1 20.0 S0 0 26.3
( . o - '
. - - \. g \
e ¥ “ -
v SN
) .
‘ -~(.:_‘\l:\(\‘ »
¢ “A.'.“- &
~ d YN
* . N
) . “ ' o
) ' S
. LN
. ) . b“\
T & - ‘ Tt o e —— - - “}" “““ * - - - _
i .
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] ” ’, ’
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Response to Special Test Requirements (Part A, Quest. 9) . '

Business Data

SRS Electronic : L Processing 'Construétioﬁ. Insurance
Rgspénse: Technicians Head Nurse Drafting ; (Programmer). Secretary sepretary
p -
Yes 26.7% 22.2¢ | 15.0% - 35.0% 122.2% 78.9%
No 73.3 66.7 §.0 es.0 S S U T
No Response 0 Soua o, 20.0. 0o 66.7  21.1
. v N - .
A Existence of Special Language Requirements (Part A, Question 17)
™ . . ’ :
‘ Buliness Data . -
, . . e ~ Processing Construction Insurance
Response: Technicians Head Nurse Drafting (Programmer) _Secretary _pecretary
. ) ' : l ‘ N
Yes -0 0 0 25.0% 0o 0
) s _ . | ' A
No 100.0% 94.4% 80.0% 75.5 : 77.8% 100.0%
No Response, 0 5.6, 20.0 0 22.2 o .
\ -~ ~
19 ‘




BUSINESS DATA PROCESSING: COMPUTER PROGRAMMER RESULTS sﬁMMARx
——— Ao s e - = — =
‘ . < . .

Primary Objective of th& Position

. -

The primary objective of a computer programme§ is to write, interpret,
’ modify, maintain, develop, and design software programs.

-

13

SupérVisorx Responsibilities

@
Y . B
- A ’

There usuallyfare no supervisory responsibilities.” However, 20% of the

supervisors said that'occasiohally the programmer will:

: ' \
a) Lead individual projects L .
-~ < ' - . . . }
b)  Supervise other programmers

c) Supérvise operators and keypunchers

o b . :
. ‘ . e
Minimum Education
K
Experience (listed as "Other"), a high school diploma, or A.S. Degree
were .cited as minimum requireménts.
! Entry Tests .
r » »
[] . ) ' «
'« Most employers do not require entry tests, however 26% of supervisors
Y
¢

in the sample did mentdon test requirements. The type of tests included

the following: | o
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X

Basic épq;tude test

"

‘Basic logic teiF

Civil Service-test

1 Programming aptitude; test

Language Regpiréments_

There are no special foreign language requirements.

4

Safety or Emergency Requirements o '. e

\. ) . )
: ‘ = . T | : S
The majority of supervisors felt the question was not applicable to

: prééramming, Only hrief mention was made of the fcllowiﬂg: -

“

£

a)  General safety and sezziity procedures

. . b) Recovery from a power failure situation ] - L
;r raiture situation - o —_—

. c) Equipment breakdown .

~ . N

-

~

Hours Worked

* : -

Work hours are generally 40 hours per week.




~ . .

Entry Salary . L . *

Salary is fixed at entry and ,averxages $222 pex week, with a range from

o
v " $160 to $497. e

. . . . . r

-

Maximum Salary

-

The maximum salary ranges. from $225-to $627 and averages $423 per week.

-

Basis for Salary Determination

Salary is determined:

(1) merit and L o w

. . k]

*(2) experiencé’ _ T L ' .
. Salary increases are made on th 50b. . . o .
* . .

Basis. for Promotion . o | . -

-

An associate (A.S.) degree programmer‘cédld édvancé-to the position of
systems analyst, but this would probably require additional formal
training to obtain a degree. Belbw is a chart which indicates the
pérceéntage of affirmative responses”out of the entire samplg for each
meéhod of promotion. Supervigors cited "performanée evaluation” as the
prevalent mode for promotion, while employees said "experience"” was most

important with "performance'evéluétion" being second.




)
. Question: -On what basis is a person promoted?
- . . ’ ) [
- Supervisor's - Employee's ’
o Affirmative - Affirmative
’ ‘ ("Yes") Response ("Yes™) Response .
\ . .
’ Promotion on merit | * 20.0% | 45.0%
Seniority _ 15.0 = - 5.0
R | (
- Additional on-the- - :
job training ' 20.0 ' 25.9
Further outside education Eﬁ.oﬁ ‘25.0
) _ Performance evaluation ' 55.0 50.0
Testing ' 0 E | 5.0
. Experience . 30.0 35.0
Commission ' .0 ’ 0
' | 'Other-\/i ' . 30.0 | 0
- 3& 3 ’ -
R .
N [ )
i' . -

. 4 . “ ‘
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. Interaction
s T

" . : R
The computer p}ogrammer‘interacts primarily with supervisors
and fellow employees.as indicated in the chart below:

Question: 1In th? position with whom dces thie employee interact?

\ N , . »
_ Supervisor's = Supervisor's .
Affirmative . Affirmative -
Interaction -~ {"Yes") Response ("Yes") Response
: T ﬁ\\‘ R " | .
- No One . o 0 _
Fellow Employees -7 95.0% ‘ 155/0%
. o ‘ ‘- ' .
s Sypervisors . 100.0 ° - . 55.0
‘Customers ’ 55.0 | 10.0
*General Public ' _ 0 . B ¢
Government Officials 0 - " +5.0 ’
Other : 15.0 TS0

" preferred Training Location

-

. »
Response to th% item regarding preferred'prainingilacation was

.+ inadequate to identify a specific location. \ .

" General Skills :

* ‘ ! T e
. -

verbal skills were considered most‘Ehportant, howevé;, most .
respondents did not comﬁfete~thé general skills portion of the
questionnaire. The table on the following page contains the response

_to the general skilES'checklist.

-
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\. o
' . r | ’ _Business Data Processing Progrqmmer : : o,
S e General skills Checklist B o
L) ‘ Y . s . ' \ ‘
] -— ' o '
. o . skills -+ o : B
’ I . . Manual a - Mathematical Readin§ ~+ interpretation
' Rasponse . . - _.Supervisor Employee Supervisor Employee Sgpervisor E\ployee Supervisor Employee
Extremely Impcrtant .~ 5.0% 10._0%, _ 20.0% 0 6.0% 0 '20.0% 0
. . . . ' _ £ + .
, 1 Very Important : ' o o - - 5.0 0 25.0 -0 10.0° 0
. Important 10.0 30.0 10.0 0 5.0 - 0 5.0 - 0
. ‘ @ : . ‘ . .
Unimportant ° 15.0 - 10.0 0 0 .0 0o . 0 0
"7 ]'Very Unimportant . 0 .o o 0 o’ 0 .0 0
! Extremely Unimportant 5.0 5.0 0o 0 .0 0 o - o
i 'No Response . © 65.0 45.0 65:0 - 100.0 | 65.0 100.0 | 65.0.  100.0."
‘ . f.
P [ XN ‘. T ‘
59 =
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SO TR
. Verbal " “Written Personal Relations «Supervision )
Response ’ Supervisor Employee Supervisor Employee Supervisor -Employeg Supervisor Employe€¢
. . L 3 X R N ‘ . - I3 » .
Extremely Important 20.0% 125.0% 15.0%  20.0% - 20.08%" $20.0% 5.0% 5.0% fo
, a . - . A ) . ‘ o
Vexy Important 5.0 15.0 20.0 o 10.0 5.0 . 15.0 5.0, 5.0
Important » 10.0 15.0 0 25.0 .| .10.0 20.0 5.0 20.0 |
. . C ' /- ’ P
Unimportant , 0 0 0 0 0 0 20.0 25.0°
. ‘ '. *
Very Unimportant” 0 0 0 0 .0 0 .0
Extremely Unimportant’ 0 0 0, 0
No Response 65.0 - 45.0 ©65.0 ,45.0
Qm
by ) .
;“ .\ =
e .
5, ‘ . .
‘o - . .
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.
Forecast ’ o
— — , ¢ , <
. ! . . ’
Data process;ng can be divided into two types. business and
SCLent‘iflC. Programmers z.nvolved in bus.mess data processxng are
A ] amployed ’i/xTa variety of compam.es, botb large and small that
. : . | ut:.lize computers. There are an estimated 800 programmers in-
' Broward County with a pmjected demand of 1,200 by 1985. dJob.
openings occur at an annual rate of 60, with 50 of those for
~ expansion purposes and 10 for replacement (SFES, 1979). |
. . . ’ ’ } .
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Observations ) : - .

]

-«

1. The expansion of business data processing and the incréased

~

demand for programmers is very evident. Some possible

- ' xreasons for this were expressed in the 1978 Computer Salary

'Planning Guide. "As a result of technolcgical advancement

combined with substantially reduced cost, the xi;ini——computer
now stands at the threshold of a growth explosion.
The main thrust of thla growth lies in two ares:

dlstributed processing and small busiréss or commercial
| agpllcatzons" ] )
- . 2. The changing nature of the field was mentioned in the
Busxness Data Programme guide to Egcrultlng and retaining
'cemﬁuter_professio;als: | | A ’
"The computer field is in a constant state of

i

tachnolﬁgical change. Just ‘as some computer v

hardware becomes ‘obsolete from one §;ar to the
next, so do some computer people ' | |
' . : 3. Time was mentioned _as one of the most. lmportant factors when
‘f designing any computer tyaining course, gsgec;ally when ‘the
.~ student is currently employed in the fieldl '
.4. ' Career changes seem to be occurring dué to the ingreasing.use

of computers.~ Bookkeepers are being repgazed by accountants

-~

< who .come ifto a business on a part-time basis.. More accountants

are signing _up for data processing courses..

5.  There is an eVLdent shortage of computer personnel in South .
Florida. Conszderable advertzsxng is done to attrap; personnel’
_from the North. However, salaries appear to be much lower jin
the South resmlting ih considerable difficulty in attracting -

C A B | people to-Florida.

6

-
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\ 6. The need for continuing education has been meptioned in

~ computer literature: o c : e

“Maintaining the same application’system;year_after year. can

create suhsténtial but narrow expertise which is not of much

.benefit or stimulation f® the individual. -The_iarger the

company, the greater this danger of limited exposure or

.« O "~ 'overspecialization'. Periodic opportuhities;fog'training

sessions and company—sponséred‘shért courses are available

. at many colleges which tend to encourage the feeling that

the company is inte;éstediin the ipdi‘idual and in’g}é <

, . or her professional -development”.

| 7. 1t was proposed.that ;he programmer is fast becoming the
~most expensive item ih data processing. Previously greatér

time and effort wege sBeded to produce validated programs.

' since machinery has become more sophiscated, less effort is

needed.
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P K ‘ Importance of Task . ’
, . a 7 I (3 4 () (6)
. Computer Prograsmer: B““n“: Data . * Extremely Very Somewhat  Somewhat . Very Extremoly
' Process-ngd  Important Ywportsnt ~_ Important _ Unimportant Unimpoxtant Unm:tmt Maan
Analyze statements of problems for con- RN _ .. .
version to .logical flowcharts and a ' ¢ 36.4% T 171 18.2¢ 0 .0 .0 1.82
squence of symbolic processing ‘instructions: : o L : ‘ ' . Yo :
Be cohversant in:  COBOL - ' 55.6 : 1.1 22.2 1.1¢ 0 o 4 1.89
' ' BASIC ¥ , 0 0 . ] 33.3 0 66.7¢ - - 5.33
. . RPG 11 : B7.5 12.5 - o o 0 " 50.0 3.62
. " MARK IV o 0 .0 o 0 100.0 6.00
Assist ir design and hevglopment of new systens ’ 27.3 94 54.5 9.1 Q )] 2,45
Develop sub-systems 0 ~ 213  63.6 9.1 0 ' 0 C o 2.82
' Prepare schedule for system devalopment , 0O . L TS | 54.5 27.3 ‘o - 9,1 _3.45
Confer with supervisor and usex staff to resdlve | . : , ' .
proyram intent. ' 36.4- 45.5 18.2 0 ' o 0 1.82
Design new programs as requested " 18.2 45,5 6.4 0 0 ) o 2.18
Revise existing programs to meet new requirements 45.5 ‘ 27.3 27.3 o 0 Q 1.82
- Revise existing programs to ‘increase operational ( . . ]
efficiency . , 9.1 - 45,5 18.2 27.3 0 , 0 2.64
. - { N v
Review re rtg and dqcuﬁants 27.3 21,3 -~ 18.2 18.2 o : 9.1 2.64
Learn ne o xniques - read manuals and documentation 36.4 45.5 ) 18.2 +] -0 ‘ o’ 1.82
‘on naw proc ures and. techniques { ) . .
S ° h
Establish and maintain effective working : .
: .5" . . .?
relationships with others 45.5 43 5.'» ° . 9-1 o ° 1-73

/

A
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Computer Programmex: Business Data - _ *
____Processing

Assist in training of 'tzainaé; programmers
Assist the Systems Analyst

Review the budget t&”ascertian potent.lal fof {
‘further systems development . e

\
Recover the computer from a poupr failure
condition
<

.

' Review any program revisions made to

ensure proper implementation

Manually check programs for logic errors and .
make corrections as regquired .

—

Prepare sample data to test programs for logic
errors, accuracy and reliability

Prepare computer 1nput/output forms and
record layouts

Prepare narratives describing storage alloca-‘
tions, formats, purposes and usage of forms
and/ox records. ;

Prepare narratives or program ‘comments des-
eribing program function and program flow -

Prepaxe written instructions Yor computer operators

' Introduce standards for repurting and.documentation

Prepare f£inal documentation

Evaﬂuate 1mpéct of proposed or ;evised system

RRYE9

¥ ; _ ‘
. » I q\
. g oo . -
. - Q Q' -
¢
. 3 o ’ '
‘ Impoxrtance of Task . ‘ \ //
(1 * o » L, W (5) 18 : .
Extranely Very: Somavhat . .Somewhat .’ Very , Extremaly
Important tht . Inportant . Unimpbrtant.” Unimportant Unimportant Mean
0 36.44 28.2% 18.21 9.m - 18.2% .3.55
0 50.0 40.0 0 - Jo - 10.0 2.80
* &
o 18.2_ - 0 18.2 9.1 « . 54.5 4.82
. . . Ld . .
f [ t’.\ - . 7 ) { .
18.2 Q 1§.2 0 27.% 36.4 . .27 .
36.4 “54.5 . 0 0 N 9.a 0 AR .
\ ¢ - - f" . ‘J‘
27.3 63.6 o 9.1 0 0 ;'QI‘D‘ '
27.3 54.5 18.2 ) ': 0 a, 1.91
.. P . . ¢
9.1 27.3 63,6 o 0 ' 0 - 2.55
0 27.3 227 04 0 0 2.73
. : —— ]
™ ¥ N . e
. h N . . -

9.1 63.6 .- 27.3 o o 2.18 5.‘.«
18.2 4s.s 2.3 o/ 9.1 "o 2,27 J
0 18.2 27.3  » 36.4 0 18.2 3.73 ,
27.3 36. 4‘ ’ 36.4 o 0 Q 2.09
27.3 18.2 , “9.1 18.2 9.1 18.2 3.18
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. M) iy (3) (4) s ° (6),
‘ / ' v ' > ‘ Exexgency 4
Computer Programmers ' , Continuously Regulaxly Occasicnally Seldom e Sicuation Only Naver Mean
Business Data Processing - : = ——— e
- * i T .‘
Analyze statements of problems for ° .
conversion to logical flowcharts and a . -0 - :
sequence of symbolic processing instructions L27.38 ¢3.6% 9.28 0 o 0 1.82
Be conversant in: a !t
COBOL .vecedadecancencans 55.6 22.2 0 22.2% 0 0 1.89
BASIC cviececncecnccanncns 0 0 . .0 33.3 0 66,7y 5.33
" RPG I icivcnrnennaneans af.s 0 12.5 0 12.54 37.5 3.62.
MARK 1V ..cieencrntenvers 0 o, o 0 16.7 83.3. 5.83
. . . 8 . .
Assist in the design and development of new systems  27.3 27.3 45.5 0 o 0 2.18
Develop sub-systems, ‘ . 9.1 45.5 36.4 9.1 ° 0 - 0 2.45
Prepare schedule for system development 9,1 9.1 45.5 27.3 0 9.1 3,27
confer with supexv#sor and user staff to- « : o .
résolve program intent 54.5 27.3 18,2 0 Q 1.64
Dbsign new programs as requestéd 45.5 45.5 9.1 . 1.64
Revise existing.programs to meet new raguirements 54.5 S 27.3 18.2 ) 0. 0 1.64,
Revise existing prggrams to 1ncrease'éparationa1v. ’ )
effictency - : T 27.3 36.4 27.3 9.1 0 0 2,18
Review reports and documents £Oor rompleteness . ’ ’ \ *
and.compliance with established standards and ) .
procedures 18.2, 7 27.3 .18.2 .0 0 - 18.2 3.09
< - N . - > .
\ *
- ~
C i } et
[ ot
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- " N 2) (3) Py sy . e - .
Computer Programmer: /\" (]‘9. ‘ ¢ ) A . .
Business Data Processing B o SR . ' S . . Emexgency
- Continuously ., Rayularxly Occasionally Seldom  Situation Only . Never ° Mean
. . .‘ t o N < . b
Learn new techniques -~ read manuals and v = -
documentation on new pmcedures and , ' . ; ‘ K
techniques. - . 45.5% ‘27.3% 18.23. . L 0 o c 9.1% 2.09
Establish and maintaip effective wcrkinq ) ‘ )
.xelationships With ‘others S 63.6 - 27,3 9.1 : 0. N 0 1.45
Assist ih traiging of *trainea” programmers 9.1 T 36.4 18.2 27.3% o 9.1 3.00
. ] €’
Assist the Bystems analystff"' 10.0 " 30%0 40.0 10.0 10.0% o 2.80
Revieu the budget to ascertain potential for C -:('é,,: ) . -7 : .- , .
further systems development i 9.1 ,r“-:f 9..1, 9.1\ 9.1 3.6 - 4.82
Recover the. g.ampute: from a_powerx failuré condition - " 27.3 / 9.1 0 9.1 N 9.1 45.5 4.00 -
Review any program revisions made to ‘ensure’ B N . , .
pxoper implementation - -~ 54.5 36.4 0 s.1 0 ' ‘o 1.64
. : . , _
Manua}.ly check programs for logic errors and . , * ——
"make corrections as required, - _45.5 - 36.4 18.2 0 0 . "0 1.73
Prepare sample data to test programs for logic . — .
errors -accuracy and rekiability "45.5 45.5 9.1° 0, 0 , 0 1.64
Prepare computef “input/output forms®and rgqo:d ' " . . ) .
layouts p e 9.1 ' ‘45.5 36.4 9.1 Q 0 2.45
spare narratives descfibihg storage allocations,
formats purposgs and ge of forms and/ox . - * .
records 3 NG 0 45.5 45.5 9.1 o} 4] 2.64
. . - P / .

-
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Computer Programmer: o : ' . _
. Bmergency
.Business Data Processing Lontinuously Regularly Occasionally Seldom - Situation Only Never Mean
-~ - ‘ l
Q Prepare narratives or program couments ) . *

describing program function and program flow. - 27.32 54.5% oL 9. 9.1s o 0 2.00

. - ~
Prepare written 'instructions for computer ‘
operators ) ' - 36.4 45.5 18.2 0 ) 0 0 1.82
Introduce ptandards for reporting and 4 . / R .

- documentation oo 9:1 . 27.3 18.2 27.3 9.1s - 9.1 3.27
Prepare final documentation " 45.5 36.4 182 0 .o 0 1.73
Evaluate impact of propdsed ot revised system 18.2 . 36.4 i 0 27.3. < 9.1 R 9.1 3.00
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- Business Data Processing: Computer Programmer

. Importance of Tasks by Mean Rank
;o | | ‘ a

1

Mean Rank Task Description

i

Extremely Important:

*

1.73 . Establish and maintain effective working relations with others

4

1.82 Revise existing programs to meet new requirements

Analyze statements of programs for conversion to logical
flowcharts and a sequence of symbolic processing o
instructions ’

Confer with supervisor and user staff to resolve program intent
Revise existing progzams to meet new requirements

Learn new techniques -- read manuals and documentation on
new procedures and techniques

1.89 Be conversant in COBOL
. 1.91 Review any program revisions made to ensure proper implementation

Manually check programs for logic errors and make corrections

Prepare sample data to test prograﬂﬁ for loéic errors,
accuracy, and reliability

Very Important:
*

2.09 -~ prepare final documentation
2.18 Design new programs as requested

v ’ Prepare narratives or program comments describing progrgm
function and flow

7 2.27 ¢ Prepare written instructions for computer operators
2.45 Assist in the design and development of new systems
2.55 _Prepare computer input/output forms and record layouts

. Q . :
ERIC ~ -

A
[
. v Ay




Mean,K Rank Task Description . : -

Very Impor\tant; ‘ . B ' .

]
N
-
i . . .

2.64 Rev:Lew reports and documents for completeness and
< compliance WLtH establlshed standards and precedures

Revise existing programs to increase operation
efficiency v

2.73 Prepare narratives describing storage allocations,

, - - formats, purposes and usage—ef forms and/cr records
o .

2.80 Assist the systems analyst

2.82 Develop sub-systems

‘Somewhat Important:

3.18 Evaluate impact of proposed or revised system

B 3.45 . Prepare schedule for system development

e iy , . : . )

2 3.5 & Assist in training of "trainee" programmers. .,
3.62 Be conversant in RPG II )

., ‘ 3.73 - Introduce standards for repd;rting and documentation

’ . N
L
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? BUSINESS DATA PROCESSING: COMPUTER PROGRAMMER : ) o

» e

Frequenéy of Tasks by Mean Ranks

.

~e ¥

L]

.~ é‘.

Mean Rank Task Description

1.45

1-64

1.73

1.82

1.89

iy

2.09

2.18

L]

_Continuously:

Establish jand maintain effective working relationships with
others_jf/

Review any program révfsions-made tb‘ensure proper %mplementation
'Qonfer with supervisor and user staff to resolve program.intent
Revise exisFing programs to meet new requirements

Design new programé as requested

' Prepare sample data to test programs for logic errors, accuracy,
and reliability - '

Manually check programs for logic errors and make corrections -
as required : '

Prepare final documentation

) . 1 -
Analyze statements of problems for conversion to logical flowcharts
and a seguence of symbolic processing instructiocns .

Prepare written instructions for computer operators
Be conversant in COBOL

Regularlzf

Prepare narratives or program comments describing program -
function and program flow .

Learn new techniques -- read manuals and documentation on new
procedures and techniques ’

Revise existing programs to increase operational efficiency

b oy
.
'
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" Mean Rank Task DescriQ:;on
' -Regularly: \\\~f“‘~\ '
M . . ‘ ‘ ,»J‘!
2.18 " Assist in the design and development of new systems ’
2.45 ~ Prepare computer input/output forms and record layouts
Develop sub-systems
2.64 Prepare narratives describing storage allocations, formats,
purposes, and usage of forms and/or records .
2.80 Assist the s?stems analyst
o | i
\ ) 1} .'E't) ’ ¢ )
’ -~
i . * .
¢ . . .
. -
¢
] ° b4 -
i 2
- . ..M
- ~
|3
v
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R k . . siness Data Process:.ng: Computer Programmer
N e - ) ' . ' ‘ '
€ " o, &

Additional. Job Tasks

l Al . . +

e e e

»,

The following tasks were listed by respondents as important in addition

.

to those expressed in the task analysis: o ]
Operate equipment to test new program changes
Training user departments\in equipment use

'Be able to use instruction manuals

i
i

v _ :
Use manuals to research information

Produce documentation explaining purpose and design of newly | " :

created files

] ) o A .

Equipment Utilization

.

The}equipment cited as being used by programmers can be divided into.

hardware and software. The items listed are generally 5pplicable:to the

various types of compute:é in use. A oo
Hardware: A I; : Software? R
‘keypunch terminal i . Coding forms
C.R.T. ‘terminal - {‘ ' Printer layoué forms

¢ ‘ . .

Line printer Computer cards

. o «
Card reader ' Manuals i .
i
~Tape drives ’ k - Pgow charts
o . 'Y - . ¥
Direct acaess storage disk packs Documentation of program systems
l\ - ,'\ - '
P - - .
p I FE
\ . A ()

o
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Hardware: ' ' Software :
Control processing unit . HIPO (hierarchical input process

. _ qutput) worksheet
Processor . . °, ' : ; :
' ) Programming standards manual
Calculator BN

: ,

Adding mathine

\ ¥ -
\\ S Safggy_and Emergency’ Procedures {é‘ -
\ ' ™, - ' ’ ‘ .
\\\ The following safety $n§-eme£gency procedureé must 5é learned byhghe }
\< computer programmer: . - - : \\
' ﬁ‘ | 1. Disaséer recovery’ C ' 7

A 2. Security and safeguard procedures assigned by the .
data processing department ' '

3. Recovery from poyer failure
4. Equipment breakdown procedures

5. .Correct handling of disk packs and storage information as
needed ' W . .

A




-64 -

::=;>F COMPUTER PROGRAMMING -(BUSINESS DATA PRCCESSING) -

RecémmendatiOn: It is recommended tha®the information‘CQllected

‘via this project be submitted by the Prdject'_ ‘

Director to the Department of Data Processing at
o

B.C.C. to be used as supplemental information

'and for program evaluation of their two-year ~
Associate of Science program. -

" Objedtives: -To h@data current information régarding the tasks
. \ . L : . - . . )

- - -+ performed by computer programmers. .

]  ~To observe the technological chaﬁges, if aﬁy, in

. "« . the industry and the possiblé educatisnal' |y
reperéussions.

-To provide an opportunity for computey pe:sonnel‘ )

to evaluate courses currently offered. . .

&

Target Group: Persons who desire tc be computer programmers and

; subsequéntly work in the business f£i&ld would

. - . a-
. comprise the target group. S . \
. . DR -

Assumptions: It is assumed that cou:ées currently offered

generally, meet the requirements of Broward County’
employers."ABy recommended modifications are due

v to current changes in the industry.

EH




-

Suggested Prograé-
Modifications:

t

.

N
»

-85 -

1. Some modification of-the-introduéfory course

.(FﬁRdamentals of(pata Processingh is }j '

-
» ‘ .

. s , ¢ g .
recommended . to allow Sfor more initial under-

standing of all the possible applications

a ! -

of the computer in the business world, .

2.'.Restructurihg of the program to allow for

- more "hands on" practice of the classroom

theory. Due to- the expense of computer

- . . o \
time, it is important that the entry level
. TS . -
- programmer is proficient in implementing

‘

_ the learned procedures. This is particularly
true in understanding file structures and
how to use them. O \

3. Inclusion of é bdsipeés gourse to the'pﬁogram,

since to uvhderstand the environment in which
they work. 3n introductory course in the
fi¥st year could be followed with a more

. advanced course in the second year.

4., Inclusion of a course in formal logic, since'

this is fundamental to programming.

5. The increased usage of mini-computers by small

businesses ‘will increase the number of students

requiring knowledge of BASIC.

€

A



S."Program festructuring'is;reccmmended so that
- | students willleommence Iearnin§ BASIC a

.‘,
ot i

. ' lmttle later! i :he first year and have the
EIPTE copportunlty to de-more work in the second
—— . ' Lo g ;/”'” '
year.' ’ ‘“‘

a

6. As the fleld of data prgcessing @s vulnerable .

§

to technologlcal change, 1:.19 :ecemmended

N .\\"_ -\ ‘t

i\ that the program be evaluated every two

years to ensure that relevance is maintaine@.

£y
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CONSTRUCTION SECRETARY RESULTS SUMMARY , . e N
v .
Primary Objective of the Position ~ : ..
. R N X * -
. s - . .
A o . ‘ « , e .-
\'. . . .. . ' . :. Wy - . L
] The main obje ive-Qf the secretary .could be stated as having a good

leé%i.of the operation to maintain correct flow of

!
~

paperwork. Allied with this is the need to conduct all necessary,
. . ~ , . -

administrative tasks and to pssisththeuggqgral public.

‘ ) BN .
\\ - . . e . .
* + Y # -
. . . Py % : . ~.. ~ A ) ' »
« Supervisory Responsibilities o
\ : . - ' * -, -

v

There was no evidence of construction secretaries being.given any set
' T ' :
‘of supervisory responsibilities, other than taking charge of the office
in the absence of the supagvisdr or other superiors. However, the
- ' e ' 4 L

‘secretaries perceived that’they had supervisory responsibilities twice

«

‘as often as theix*%rpervigors indicated they did as demonstrated below:
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- Questidn: Does the employee Have any supervisory responsibilities?
N ' -
.' * ~ o
& _ Supervisor Employee
' - e e - k
°. L. \ ' Yes ’l L » 22.2% ; v 44.4%
T - 44.4 o 22.2
. No Response 33.3 . ‘ 13.3
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school diplomi is the minimum edication reduired fora
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- “ censtruction secretary . Ol . . .
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- _ The 'maximum salary fénge goes up .t
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‘Entry Salary ~ . o \)\
The salary range ‘for entry-level .is. from $101 to $216, however, the
‘average is $126 per weeK. o
> . : . 3 . ¢
:’ .s" o . i T ’ . : ) .
Yo L o : . ‘
y ) | N e ' - RN e
Maximum Salary ‘ . ' .
\ . . . . . . A [ -
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o $300 with $215

Y ¢ - b .
. N ot . ~ .t
_ o,
Basis for Salary Determination " = . »
Y , ' - IS . ’ ' *
. o e - - o \ |
. Salary is determined by experience and merit. \ o
. : . - o N
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» Most superyisors did not feéppnd -0 tRe guestion’ regarding the pasis .

« ¥

", for promotign. Mosé‘employées (g
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oh-the-job training results in promotion (see the chart below).
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' Question: On what basis is a person promoted?
. . ‘ - ' . i ¢ .
) . ' ?
- T b . Supervisor's - .Epployee'’ s—hv'**‘\\\
. T h . : . AffY ive Affirmative -
J o .. .. . - (“Y Rssponse ("Yes )tResanse
' o  Promotion opmerit % ° T 22.2% 22,2%
Y, "Sen'i'or‘ity R o "0 . 1.1
. . &
\ ) | Addlticnal on—the—job . . . :
. ‘tralnlng A L 11.1 . 33.3 ) .
PRRTE - . . - . . ~ . '; . - '- o . " v . . - ‘ t
‘Further -outside education ' " 0 . .32.2
. . F ) . N ‘ ] . s ‘ .
S ~ Performance evaluation 22,2 ' 22.2
Al . * ‘.r\ - v ‘ - - . *
. ’ - ¢ ! 1 -~ ' . ' - }
- ‘ ) Testing i oo - 0 L ll.l'
- * Experience \\ Y e . 0 . 22.2
T 7 Commission : \ . 0 11.1
H . ‘ v. ‘ .. .‘. ) § , - 1) ’ ° .
- Other , 11.1 T, 1.1
N ' P‘ .’ ’ * ' T
- Y Y h) . '
'R\ There does not ‘appear to be any consistent promotl nal hzerarchy for Ll
construction sec:etaries, however, mention was madd/ggﬁ;akezgement to -
é.. IS . - ~ ' ‘ ' ' -
the followin itions: . .
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- oo :bookﬁeeper .
Y
' r department head o \'\: .-
. ' N - ) . ¢ ) ' . ' ' ) ‘ ¥ »
> } office manager - . ° o, , . R ,
' o ) . : ’
o - e |
. * ' , . R - . N d.
- : Preferred Training location - '
- Ly * . ’
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K North Campus was the preferred tralning location. . .
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- -Interaction ‘ . v - ry
+ 7
- w . o - >
. '« . The constructiond sacretacry| interacts with fellow employees, the general

- -—
T ' Question: In the position, with which persons does the employee‘interact?
™ : ) . :
- ) Superyisor's EmploYee's
- L Affirpative .. - \Affirmative
R Interaction s ("Yes") Response  {"Yes")- Response 4
. o ‘
No One _ ° - ‘0 0 ’
! o g
'Fellow Employees 66.7% . . 66.%
supervisors [2;.2 . 44. 4
S~ ' o Custdhgfs | - ' 55.86 44.4
.o General Public Co86.7 Tt . 55,5 ,/,'
Coe . Government Officials 55.6 . 6.7 -
. : . s e ' . ' ;
. ' Other - 22.2 : 22,2 g
General Skills . . . ‘ ] ) e | /ﬂx
2R Y ; .. ,

L

The most important general skills for a construction'#ecretary are:
o ‘. ‘ v . N

(1) reading,- (2) verbal, and (3)-wfitten,.Ts repﬁgfed in the féllowing

‘ MR \‘. b ¢ N
chart: , i
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CONSTRUCTION SECRETARY

¢ .
. « 4 - - >
" Skills . '
” s " K
. Manual Mathematical ‘Reading ’ Ini:e:pretation |
Response Supervisor Employee Supervisor Employee Supervisor Employee 'Supervisor Employee
. : —
b : - ;
_ Ext:remex\ﬁly o A .
- Important 0 0 " 44. 4% 11.1% 33.3% 55.6% 33.3% 55.6%
Very important  11.1% 11.1% 11.1 ) 22.2 11.1 "o 0
. * N i ) : \
Important J o 22.2° - 0 33.3 0 0 11.1% 0
Unimportant 11.1 22,2 ¢ ‘) 0 + 11.1 0 0 0 0
- ﬁ \ . ’
Very ' N\ .
Unimportant 0 0 ‘0 11.1 0. o . 0 0
. . .
Extremely \ T O
Unimportant 0 11.1 0 0 0 0 0 0
- - ' - - )\\J
No  response 77.8 33.3 44.4 33.3 44.4 33.3 56.6 44.4
~ e ’ .
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.  Manual ~ Mathematical Reading Interpretation
Response Supervisor Employee Superviscy Employee Supervisqr Emplaoyee ' Supervisor Employee
'Extremely. Important 0 .0 44.4% 11.1% 33.3% 55. 6% 33,3% 55.6%
. . 2 _ i o . ‘ \;
Very Important 11.1% 11.1% 11.1% .0 22,2 11.1 ¢ 0 '
| Important - o v 22.2 0 33.3 - 0 0 11.1 "0
Unimportant 11.1 22.2 ) 11.1 0 .0 0
Very Unimportant 0 0 ' 0 11.1 0 0 0 o ¢
J Extremely Unimportant 0 111 0 0. C o - 0 O 0
No Responge 77.8° 33.3 44.4 . 33.3 - 44.4 33.3 55.6 44.4
N - ) ) - - .
k
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. ‘ | )
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.o CONSTRUCTION SECRETARY o -
| , ogkills - ‘
A ] . ~
/ . . .
. - ] : - . ¥
- Verbal - Written ‘Personal Relations . Supervision’
Response Supervisor Employee Supervisor Employee Supervisor FEmployee Supervisor p Employee -
3 /‘/? i .
. i | o A . |
Extreme]y Important 44.4% 4 5566% 22.3%  ou35.6% 33.3% 33.3% 33.3%  33.3%
[ - . . * . . . . 1 q‘ A , >
Very Important . 11.1 0 S A1. L -0 . 11.1 22.2 22,2
Important 0 0 0 0 o o 0 0.
Unimportant. . ° 0 o - 0 0 0 ', 0 0 ~ 0
Very Unimportant .0 0 0 0 0 0 0 0
. ! K .
Extremely . N '
Un imp,g)rtantj: 0 0 0 0 o 0 0 0
’ ’ ‘ & ’ . . - . ° o
No ‘Response 44 .4 44 .4 6.7 44 .4 66.7 . 55.6 44.4 44.4 ..
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Construction secretaries are employed by companies of varying sizes and o .
. - ’ - . oo ‘ R '
; , functions. The level of responsibility given to secretaries varies
v N : : . )
v R .. Wwithin the different companies. Within Broward County, there are an

€

... 'estimated 2,500 construction gémpandes falling into the foldowing . | \
"+, 7 'three categories: : - : . Cow

E]

- ,- P "~ a)  General building (homes) - : | _ )

~

., . ' N - . - p . o .. N . . B :‘
: . b)  General building (public buildings/offices]
';( . R ; o ) ‘ L }
: - c) General contractoﬁsé@lectrical/plumb;ng)(FSES,.1979). T
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A
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» o Moy
- ’
P @ T
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Canstruction~sécieta§y A . -

- - . ! R A i
Knowledge- ' ' .
Understand the basic principles of eonst,.r:.xt‘.L
tion Mt t ot 2 < 4 b v "

r, .

«.
Have a’good generél knouiedge of- ggg_ggg__
tools, and what they are used for « =

Be¢ able to read and prehend technical - -
construction materialg -

Tasks: , ¢ T N

Take shorthand’ o 1‘ ' .
. ) T

Operate al efficient £filing system .

forms, 1etters, etc‘ ‘.

Type reports,

Giwe infuzmationtaver the phone ta men in .
the field

fandle all telephone enquiries ‘in An
efficient -and effective nanner ¢

*

r
Order all necessary supplies . .

Supervise the scheduling af tha uars\items -

_ Ensure worksites are equipbed with telephone,
‘water and power .

Prepare dhe company.payroll
gglana the checkbook

.
.. o

. e ’
hY
SO -
P R ) ‘ . -
- 5 g 2y .
R ! ° ; -"
g . - . !
. / . ¢
. ° ct . ! -
* R . ' i - .
“ . ' . .
N ‘ v .i - , . .
. ' -
- IR h * N .
& - - )
' . : T N : o
Rd GRS (2) L W (5) - 6) .
thkcﬁgly Very " Somewhat ‘Somewhat - Very Ex
Important Important Important Unimportant Unimportant Unimportant Mean
Ttoask . o) 12.50 o 12.5v 0 . 175
» . - ' . ' \ ~ N . . . . ]
© 375 % 25.0% 12,5 .0 - 12,5 - 12.5% 2.62 .
' - X _‘ - ) . o . . . s - [
. . ) + . - - - . .
*37.8 .0 25.0 12.5% 0 25.0 3.12
-4 A " ‘. . “
. - . . e
-, . R . a [ .
" 128 o "% 50..0 " 250 1A 338
87.5 ° . 1.5, AN R o * .0 Cotaz
_75.0- ) 0’ 12.5 - In5 o ~ w0 o XeeB2
. 815§ 0 o .0 0 22,5 1.62
‘ b $ r [N . = -
87,5 .5 0 CoNavd 0 0 1.12
r f . o -
0 25%0 - 5?‘5 . 0 ) .0 12.5 2.25
- $ “ . . . . . . . »
37,5 12.5 - 12.5 " 12,5 25.0 . 3,00
25.0 31.5 o 0 - ar.s. 3.25
“. . . i, [ . ‘ .
337.5 ‘0. o ' ) 62.5 4,12
12.5 o 2.5 o ' y75.0 5.00
-t . - . - 1 -

\. . IR N
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* ~ L.
- - ) '. Y 2 . t \ k] s . .
| 1) (2) n @ - (5) () \
construction Secrstary P L ¢ . Bnergency R
c:mtinmusly . n-; ly Ocmsionhly scldan | sicdacion Onlx Never Mean
. " . " ‘ j “ s . ‘ " ..
Knowledgei. N ‘ ' . ‘ . f .?‘ ’ '
1. Understand the basic principles ...~ 3 . . o Co . ) .
. of construction 62.5% “12. s; 12.5% 12.5 0 . o 1.75
2. THave a'sood general knowledge of ', . ; )
equipment, tools, and what they . _ - ' '
* are used foi. ; .25,0° .25.0 25.0 ° T 12.5 12.5% -0 2.62
. 3. Be able to read and compx:ehend ' - o ' s .
Y technical construction material. * o .25)0 12.5 as5:0 . . 12.% 0 25.08  3.2§
Y pasks: ‘ . e - ' . a o
| “J. rake shorthand. 0 12,6, n.s N 31 ' . 12,5 .62
: . @ - ‘2. Operate an efficient filing system 15.0 12%:0 0 . o 0 1.25
R , . /. , . .
, 3. Type reports, forms, latters etc. 75.0 - W, o 12.5 12.5 . 0 1.62
. . 3 LY . . .
; . 4. Give information over the pheone . .., : ' . ¥ .
. '1% . - to men in the field. .62.5 12,5 12,5 o Y 12. 2.00
Rk ) - . . . . - .
: - Handle all telephona enquiries . o N ~- . /‘. .
g ) - in an efficient and effective . X . . .
' manner. 87.5 ° 0 L, 0. .. 128 ‘. -0 0 1.38
: 6. Order all necessa’ry supplies. 3 25.0 62 5 - ” .0 T - s0 PR 0 ’ .5 2.25
* : N 2 \ ‘.
. 7. Supervide,the schedulinq of the * . ) . . te . .
) © work teams . * 37.5 2.5 - 12.5 ©22.%¢ g . 25.0 3.00
8. Ensure worksites are ‘equipped with * * . . _ ‘a ;.
Qk)f ‘ telephone, water and power.’ °12.5 - 37.5 4 2.5 » 0 . , - "37.5 3.50
o - . ' <Lt
Q '9.  Propare the company payroll. 12.5 25.0 0 o o~ © 6215 $.12
. L) - L)
- . . 1
.l 1Y - l
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'Constructicn Secretary ’ ‘ ‘_4 : -\ . . Emergancy ‘ ‘ - ‘.A -
) T . o ot inuously Regularly Occasionally Seldom Sicuation Only Naver Hean - .
Tasks; ' \ - ) \ ‘ ) . ' - ‘ ) _ . ; ' .
 10. Balance the checkbook . 0 12.5s, © o 12.5% 0 75.00  4.50 ‘
11, Maintain the company books. 0 12.5 , - 12.5% o ) e . 75.0 5.12
12. Make all necessary bank deposits o 25.0 0 BRI 12.5% "62.5 . c;as
, 7 13.. Communicate between purchasing, sales ( .. ¥ . . , '
. " office and customer. : - 37.5% - 25.0 : 25.0 ' 0 . o ., 12.5 - 2.38
" 14. Co-ordinate work flow betwsen field ~ , A . 7 :
Lo supervisor and customer.’ . 50.0 o’ . © © o 12ls 0 . ,37.5 3.25 ;:.3
Fomms: - ® : . { . 1, : }
- Process information using the following foxms: ° ‘ . .
a)  Ala documents ‘ 14.3 . 28.6 14.3 - 0 0 a9’ 3.1 '
b) ~ AlA contracts ' 50.0 ., 0 12.5 0 0 s 3z . . .
€) quotation forwms ' 25.0 25.0 12.5 . 0 0 . : }\{ 3.38 )
d) government contracts : . 14.3 0 14.3 14.3 o 57.1 4.57 ’
Q' e) requisition forms \_/ 25.0° . 50.0 o ’ 25.0 0 0 2.2
. £}  contracts 87.5 12.5 'o o . 0 ot 1.12 08
. q) purché'sinq orders , 100.0 0 0 o 0 0 ' 1.00 =
h) sub-contract certification 25.0 12.5 12.5 3 o 0 50.0 3.88
1)  releases o 37.5 o '12.5 0 0 50.0 © 3.75 .
. }) -partial final releases - - 7.s . 0. . 0. N o o ~ 62;5. ‘ 4.12
Q k) change orders 62.5 25.0 . 12,5 0 0 ' '

. 0 1.50 .
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. _ Contdnuously  Ragularly _ Ogbasionally Seigom  ‘situation Only _ Never _ Mean
. ¥ L T ‘ . 2 ~ P . .
orms . . \ ’ A — \
1} building permits ~ , 62.5% 25.0% o 0 o 12.5¢ ° 1.88
m) ' work orders .. 50.0 © 25.0 0 0 o, ., 25.0 2.50
n) workmen's compensation forms 12,5 o 25.0'% ’ 12.5% ¢ 50.0 4.50
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* .CONSTRUCTION SECRETARY

L) R

) - Importance of Tasks by Mean Rank
. , . C, . ) .

- 0
. -
- =~
. . -
IS . - .
. KN :
!
. : . -
' . .
. . o :

Extremely Important:

&

Mean Rank Task Description

'1.00 Process infotmatxag_usxng contracts . 1

- } .. .
¢ —-

Process ;nformatzon ‘using purchase orders

"1.12 ' Operate an efficient filing system '4;;~ e
. - ' Handle all telephone 1nqu1r1es in an_efficient and effective fﬁ\
. ‘ manner - < :
' L f \ !
1.38 Process information using change orders
1162 Type reports, forms, letters, etc.

-« L ' . ' . *
Give information over the phone to men in the field-,

1.75 Understand the basic principles of construction
_ p " .
. ) Y'Q - , *
Process information using building permits
* -,
1.88 " Process ihformation using requisition forms

Very Important:

2.25 Process information using work orders

. —
- ~ Communicate between purchasing,.sales office, and customer
A ‘ .
\ Order. all necessary supplies ' ~
' 2.62  Have a good general knowledge of equxpment, tools and what
“they are used fér - .

Somewhat Important ) L N .

3.00 Sugetvise the scheduling of the work teams

- - . \

. 3.12 *Process information using releases ‘

*

FRIC ~ BT Iy -




Mean Rank Task Description

Somé?ﬁatxlﬁpértant:

-

.

3.12 - Be able to re%d,énd comprehend technical construction’
- material ¥ _ ‘ .’ S
. " ' :
3.25 . Process *information using AIA contracts

4 b - -
-

Ensure worksites are equipped with telephone, water, and

_power. , | . .}>§

Co-ordinate wm£k  flow between field supervisor‘and customer
/ ‘ o ) 3

3.38 Process information using quotation forms o

Take shorthand

t .

3.57 . pProcess information using AIA documean i .

* ‘ )

3.75 | Process information using sub-cohtract cértiiicatien

Process information using workmen's compensation forms

¥
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CONSTRUCTION SECRETARY - .
’ | T
N Frequency of Tasks by Mean Rank . )
. -
. g . k
Mean Rank Task Descriptioh : ’ -
/ . -
Continuously: - g ‘o ;fz. S
1.00 Process information using pgxchase orders ° ) !; .
| - | j
1.12 Process information using contracts o ‘
1.25 -9perate an efficient f}ling system
'1.38 ' Handle all telephone inquiries in an efficient and a
' efféctlve manner : | ¢ -
l.Sd Process lnforpatlon using change oieens .
1.62 Type reports,‘férhs, letters, etc. \\
1.45 Understand th? basic principles of construction -
1.-8 Process information using building permits - .
- : R Y
Regular;z: ' <y
* ,! ‘ - - - ot r
2.00 Give information over the phone to men in the field
B 5 ) » - \
2.25 Order all necessary .supplies N : « i
-Prdcess infermation using requsition forms ~
2.38 Communicate between purchasxng, sales office, ang
' n- customer p .
2.50 Process information using work orders S
2.2 . Have a gcod general knowledge of equipment, tools and

what they are used for "o N

; . A
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- . - -

Additional Job Tasks - .

-~

A -
*

The following tasks were listed by construction secretgries‘as important

. . o . ,
, in addition to—those identified in the task analysis:

.

-

* i Invoige‘compieted jéSs ’ 5
) 2, Review inVQices‘ . .
3. .- Have iﬁvoiceé approved by'qupervisor R : . —
4. . »Farwa:d”invoices to.mALn office. ! o .
. — 5. Read ﬁlueprints :
. 6. iocate bul;dihg_permits .

/'4".
- . ' e
7.

. .
Maintain liaiscon with othexr departments
r."z -

.
H -

. ) 13
8. . Prepare scheduling ofrsub-contractors
9. . Handle all necessary travel accom@adatiéns

' : 10. Maintain aiédintment calepdar for supervisor making any
necessaty changes ‘ L

11. Take minutes during job meetings
N ¢ C hY

Y
L

12. Be able to comprehend H.O.W. and V.A./F.H.A. requirements

*

13. .Schedule deliveries

=
+

»
-
o -

r
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Intéraction with Others . : . SR % .

’ -8 ' Al
. . . . . NN
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. . Yy - :

) \/ - 1

The construction secrétarieg,reported"that they interact'witﬁ_the'

- following types of people: ' . R : : \
e 0 * . C - - . - ¢ ’ T
. . .
T4 ~ Ky .
. Subcontractors , .
- . - : - N, . o
' Sales persons ' '
. @ [ * -
Inspectors - )
’ ‘ - .
- - . . o
) soli®itors : - : : . . .
. architects . 4
. * ‘ ) X ' i : { . N h
: Owners . - < . . ,
. S Cel . -
. ' . { N )
] _ . Company Presidents . - L. )
- ) ' N 1 ' . .
. ) . ‘ | . ,
C & Supervisory Responsibilities g ' o
. - L - -
¢ * . 7 . ) ' .
) C oA ‘ ) . " . . * N »
, *» » The fodlowlng supervisory responsibilities.were reported by construction .
,' . ¢ e - . . _
. - . ) - &
o : seécretaries: | .
e _ .
] X . - .
- Hiring and firing of clerks and secretaries
. ‘o4 e . - 1]
. ¥ 4 r r‘ . Y F ‘P * ‘
Training new office fersonnel. . .
. . ‘. » : .
,' Lo oL ‘ N . . * . . - . - . )
. L . Supervision of supervisor's persgn§l and‘buslness files
. - Co .é~ ‘ a - , \' ' N ‘ X
-, Ovarsed office pérsannel - . '
. . £ 3 per . . ('\ . S
L A A - . J |
. ¢ . . . “. . * - R . e
» ) / Lo / ) .
- . b4 ' ‘ ’ ) T -
) - Lo L ] ’ L A _
. - N : ] ~ e / * » !
‘ .: ' ‘ ) - ! .
a - - o~ [} y
» . » ﬂ/ % “% ‘/ h N \
# » I . ) Y - 0 ¢ ' ‘. >
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* Eqgipment Utilization ' ' .
Construction secretaries said they needed a working knowledge of the,
. - L’ . * .

' following equipment: . . ’

‘ .A [ | .

‘ N ¢ : . .

. ‘ ' .

\§1‘, .

. Typewriteﬁ ) &
Calculator .- ' : ’ )
2 ." : . . .;:.
'Blue print machine —_
. Ky} . ' - . ".; -
Xerox machine ) - )
A \‘_. -
Adding machine J
. o ) s
Dictaphone
"t ‘ Mobile radios -
. Postage machine
. Computex Kmini—cgmputer or CRT operation) .
- . oy <
. .‘ . f‘
L
¢ - ‘ " -
‘ GFI ) -- * *’ﬂ -4
e . -
. . ¥
, bl * > -
‘ . ¥
i 4
L . N -
f -
¢ -
! J N
- LN N )
L
. & . .
\ 1 '
R Y
- "‘ \ —

Y
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Recommendatlon~'
- 1}
- 2
- .
- »
* .
A - ~
- .
- . ~
. ] .
* 9§
“ : . :

Cbjecfives in
Impl nting the
" Recommendagions:

Target Group:

Assumptions:

- ¥

employees.

. & '," - -‘
. . % . ! ’ i . ¢ N . . cay
—-80-~ - N
* j r (Y . .
’ Q ~s % - .
. -f - - - \ \
~ CONSTRUCTION SECRETARY #. .-

A warkshop for cohstruction s?cretarles-should he A
(1 - c’ " '
implemented xn the Department of Secretarlal Scxenee -

v . [ L - -~‘ .,

L]
B . ~ L .
», % . . - Y . . . .

'fat B.C.C. '." o e v

“An advisory cqmq;ttee shpula be establzshéd provxding

an opportunity for construct;oh employers to evalua;e

A hd »

the developed currzculum. e T

LI K

. &

Po fulfill a training need in Broward County, as

exp:essed.by‘the_employérs and validated by the
) L :
cL e A -

~

<

-To provide an:oppor;unity for persons with secretarial

background to learn the fundamentals of iheféonstruc;iona“

X ‘ , , ‘ ="
field. = _ -

Candidates would be primarily: secretaries already
empléyed in the field;.'sécretaries transferring from

another field; . and perons re-enteringfthe workforce.

¢
*

-A candidate for this workshop would have already

-
-

acquired the necessary secretarial skills. .
- . , . <&
-The wotkshdp should be concentrated and shordsterm.

-

Schedullng should enable currently employed construction

s e

i\

¢

secretaries. to" undertake the workshap at night with

provision for daytime classes.

e iy

i;i » ’ ;l')}'



"¢Récommeﬁaed -
Fo¥kshop Topics: °

S R a . ’
. .
. . N, LI e P
»
K a ™ ’«’ F s - .
. . . .
* . ’ .- . -
. <587~ ' . &
- e . [ S, .
] . .
. - v * .~ . .
: / .
N .
.
‘
. h ] * . . / . e -
< - o .
» - <
. * r @
. . R .
- A
: - ., .
e L &
- . e B / L ¢ v d
. t- - .
\ - - - . . any

~From the xnformatlon callected, the followxng toplcs

» L3

Iy -k . .

- Ba§1c busxness law T - .ég

" were, reéommended for inclusidnfln the wbrkshop |

- t .
*

- 1. Bas;c‘prlnclples of ccnstruction .

- ..

L]
K N < .

3. ,Coystructidh;eiuﬁpmént .

: . , o .
4. -Qonsttﬁct;on ;ermlnology_'{

s..,\sgglaing-cwe's L

[ e

6. Job planning{.'a). Job costlng- :
' . ' b) Estimating completxon time

- © ¢y Jeb schedullng "

. . . *
[y

7. Public relations:

4 ~ '
S .
a)ﬁﬁaﬁng w:Lth sub-contractors

. Fwews and Yeneral personnei
b) Telephone technigues
c) Dealing with suppliers ]
d) Deallng with. tﬁe general‘publlc .

-

8. Coping w;xh.stxass.

9. Construction forms and th&ir uses.

' . A ]

.
-«

v S

-~

~
: "Basic texts: Construction Dictionary .
o . - Florida Building Codes .
. 8. o ) o
Disseminaticon of o : , -
Results: Results should'be disseminated to: .
1. Construction employers and employees who
. | . participated in the project. -
, 2. Department of Secretarial Science at B.C.C.
' 3. Organization of "Women in Censtruction®
' ' ) ) ) ~° £y

S Iny 0

<

bl
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" INSURANCE SECRETARY RESULTS SUMMARY. =
. - . . . " } ) . f .‘ . .’:_\»’ ‘_
- o . ) e . . . N . ' i ‘ - .. - 3 L
s - : . L
~ Primary Objective of Position - < . .

o

. . . ) . .
L] ~ - L4 . - et
. - . -

\

The overalllbbje&tive of the.insuxanéé.sec:etary i's to assist the
iﬁsurance agent by'pefforming administratf%e tasks and providing -

-~ L

assistance to the ptblic regarding ifsurance matters. g Coo

- t -

Supervisory Responsibilities

‘.

It was not evident, from the éamgle population, that insurance secretarie

- . . +

had any'specific supervisory responsibilities pther"thaﬁ occasionally

. . .

overseeing the office clerks.

+

Minimum Education . ' R

, - L
A high school diploma is the minimum education. reguired.

£

Entry Tests ) .

L]
.

Eighty-four percent of thé insurahce companies in the samplgsgave some

X

form of ent test. e tests usually involved one or more of the
ry

following tests:

. - \

- - 179

7/
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:". . . k 5 "89- #
- ' , \ - - - . / “ .
-« ) - .
' [ ¢ h " .
. .a) Typing -~ . . L.
. . , b) Filing@ "-( . .. ‘-. . -
‘ . . - . . (l . . .‘ . . - . - ~ ‘.
T "_ . . C) ’ Math - " . . " ) N . o v { L) i
‘... . B ’ .. .‘ [ . . . . - . ) ) %‘ ‘\ . .
T = . e B . - ) - ) " .
o d) General aptitude : N o -
. Language Requirements N o ‘ | i
.~ There -axre no special language requirements. 3 . : _ S
\ £ N 'y . 1 L . - . . s '~ }
Cw ..+ Safety and Emergency Requirements . . ' -
A Lo - ‘ N oo . ‘ St ..
PR In the sample of companies interviéwed, there were no safety or -
o PP ‘ \ . a . . oo . . i : “
“emergency procedures regquired pfvén'insuragfe secretary.
s ' S ’ b
~ HqQurs Worked . ) s : -
» D . R . ‘ 0 A
5 ) . . v N L] -
The average weekly hours worked were between 35 and 39.
Entry Salary ~ . - ‘

- The a%engge entry salary'was $105 pexr week with a range from .$122 to
. ’ .

~ &

$159.
. | | | .

Maximum Salary

‘ The maximum salary ranges frdm $185 to $315 with an average of
$205 per week. .
- \ ) *
‘ v r .
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Following is an ‘outline of some of the possible areas into which a

secretary can move:

Underwriter

4\

Claims'Adjuster

depending upon the opportunities

0

-

AN

‘ Office:Manager

N

¥

Insurance Secretary

offgged;within a parti

+ - . »
.‘ & ‘\ . . i "“\
. T % N - y (- “‘
. e R » ~90- . 9
. . )
. N ) ' \ .
. . S -
. Yo .‘ -
. : . -
Basis fbr Salary Determination A ‘
\fA '-.‘ k { . ‘ . .‘ } » \"\,’
. Salary is determl.‘ng by experience and merit. v <
: ) ; . , Y., _ N . . ) .‘ - T‘ , . 5 *
o ‘ ' . - . ‘ *
» - v .
Basis for Promotion - ‘e > . i
N ' * ) N ]
. . . . .-
\, . Y ‘ _ ) - .
The positions to which an insurance secretary can be

romoted.va;y.L

e
lar company. .
. PR

-

“

~ *
Fj'

Sales Coordinator

_, A

-

Senior Sales Representative

-

N

Sales and Service
Representative

r
Sales and Sexvice ;
Assistant .

d\
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Promotion usually Qécurs withdut additiocnal education. Sufe;visors,

-
1

C . reported }hat such advances arg based on merit, thla employees 'indicated:
.. * ‘- . * I . . : . ‘

. that efperience was the most important'déterminantwfor promotién:

.t

“(see the table below): . -~ - - - S Lo
Quqstiéh: On what basis is a person promotegd? - _ Cews ’ gi

. . -

.y » : . *
8 . '

o - _ o Supervisor's  -fmployee's
' - " Affirmative - Affigmative 4
\ A . . ("Yes™) :Response ("Yes™) RESPOHSEI

Promotion on merit " 36.8% 31.6%
) f. . v ‘\ * ' ) .‘o 2‘
. - Seniority - . 0 = 0
Additional on-the-job | . .
training P .- 10.5 : 15.8 , A
» . _ . .
Further outside education 0. o 5.3 .
- Performance evaluation 42.1 . " 31.6
a Testing ‘ * 5.3 - 0
- J'Experiendg : 10.5 . 31l.6
. *® ‘ .
Commissiony 5.3 0
B . Other S 5.3 ’ 0
‘ | $
Interaction
. . N ) ‘ﬂ
o B ‘ ‘.'
The employee i with supervisor$, fellow employees, .
customers, and s{e general public. In general, supervisors .
perceive interaction between the employee and other individuals
’ at a significantly higher rate than the employee,
\:1‘ . ‘ ’.)
ERIC . 11 . ' :

o
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» : “ - . _‘ © ¢ \'
!
Yoo '
Y “' . ﬁ
L
" Question: In the position, with whom .does the eniployee interagt? ,
. . . ’ \ ' ' R
! . I - _ ‘
t 'v w : e “ "\ * . : . ! . ;T . N .
, — . . o ' Supervisor's ’Employegig'. . v
* “ . . ' . Affirmative * Affirmativer . :
' S o | ("Yes") Response ("Yeg") RgSponse’
) . - -‘ Lo ¥ - - - . ‘.4 t - ' -
’ (. . . L/\" . h »
| No“ne . 5.3% o , N
. S { . . . o
‘ Fellow Emplovees « - 94,7 42.1% d
2 -n ’ IS t C ’ . . ' ' .
‘ ~ Supervisoxs. *100.0 36.8 y
Customers , 94.7 36,8 ‘ ¢
_ ’ ' General Public . ©63.2 38 .
- 4 .
 Government qff%fials 0 - 0
. . Other - 15.8 10.5 '
;;l ~
. Preferred Training location
On-site training was most preferred. A Y '
'y L .
- & General skills - X ¢
— . C :
C ‘ .
f. ‘The most importanﬁ general skill is interpretation. The ‘table on the,
\ ' : | ' -
following page depicts all results for general skills of insurance «
.. secretaries.
¢ -
AN
Y '
IRAN )
v l g *
:‘&\\\ TR Q‘ 1\
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; _INSURANCE SECRETARY  ° ’
' ’ v - « . AG,énefa']; é{cillst Che'-c}.c'list‘ -,‘ ’
. v d | IR A .‘ ]
. _' _Manual .+ ' Mathematical ' Reading “ Interpretation .
Resgcmse quervisog . Employee Supervisor Employee Sgpez:visar Expployee- Supervisor «E{ﬁp}gyee
: - .:  o — ‘ : — —— - : :
_ Extremely . e T e “0 S . |
Inportant 26.3% 115, 8% . 26.3% 5.3% - .35.8%' . 10.58 -, 47.4% 21.1%
 Very .Impo:':'t.em.‘t - ‘10.5 . iis.é - "5 ' - 26,3 » 15.‘8“. \21..1 «\10.5 10.5 -
Important 15.8 5.3 21..‘1 5.3 : 10.5 5.3 o 10.5%"
Unimportarft 5.3 o o 5.3 . 0 5.3 5.3 o
Very Unimportant 5.3 5.3 0 . 5.3 0 0 0 0
Extremely Unimportant O 0 ) :‘\. 0 0 " f 0 lS. 3 0 5.3
No Response 36.8 57.91 . 36.8 7 52.6 36.8° . 52.6 3.8 5.2.6A
« . »
. ' s X L /
. ( v
| ( N
N v . g
L : 1




. .. ’ .‘:*. | . ,
- . ] ; ~ . PN ' ‘ ...
N : - PP B |
. | _ ' Skills IR '
\ -~ .. o )
~ ‘ A . -‘ . - e . ) (
. ER » - ) ‘ . ! )
) ) . r- : ! ) * - . . * v
cL. Verbal  Written” _ -Personal l&latigns Supervision | |
. "Response . » __Supervisor Employee Supervisor Employee Supervisor En@lg*ge Supervisor @lgye‘ef o
s - . . . — ‘*L; . . A
' “Extremely Important 36.8% - 31.6% 31.6% 36.8%  36.6%: 26.3% 5.3% 5.3%
- . * . - * . ! . ’ " i . . . . K ’ ’
, Ver¥ Important 21.1.  7-10.5 - 21.1 0 21.1 - 543 - 10.5 10.5
.‘ . : . co ) ) ? ¢ ’ T ‘ p“ ‘ h ’: .
 Important = % 5.3 5.3 5.3 - .0 - 5.3 "m.’s 36.8 5.3 -
Unimportant 0 0 5.3 5.3 o 0 10.5 21.1
. ; . | |
Very Unimportant 0 .0 "o 0 v 0 0 o 0 ry
. d ‘_.
Extremely T : : -
Unimportant ! 0 0 0 5.3 g 0 5.3 0 5.3
: No Response 36.8 52.6 36. 8 . 52.6 36.8 52.6 36.8 52.6
11y, - ' 1l
. ., L}
§ | |
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> s . ‘ ‘ - . 'l
. Insuradue secretaries are emgloyed by companzas of varyxng sizes within

Broward County. There are a total.of 506 insurance cempﬁgies, in ud;ng\

. . s, : . oy
. agents and brokers CSFES 1979) , } L '
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Insurance Sgoretary ! : . ‘ ‘_"‘ s v .
. “ . " p . . . - F
Cs . ro e 3) At 4 (5) Te) Y
. ~ . .
- d N e Extromely v Vexry Somevhat Sovewhat . - - Verxy Extremely
o & . - Important Ymoortant Important minpnrtmt tnimportant ' Unimportant Mean
. - : - G’ » [N N - e Q
Y B TR S o :
}  sandle all enquires made by wa¥k-in customers .  S0.8A | 25.08 ° . 12,5% - 125+ - 6 . / 0 1.8
Check appointmenf: calendar dally, callr customers ig - . -, ! ¢ " )

* appointments can't be Xept. . 28.%" * 143 14.3 - o 1403 28.6 3.43
Prepare statements of office expenses - 149 . - 14.3 4.3 , 0 0 343 42.8 1.14
t:e}:éf‘e monthly reports 73S 37.5 12.8° 0. €-12.5 o 212

“rxepare group proposals o S U B 0 " 2.6 Q o - 143 . D 42,8 - 4.29
P;‘epare maté.rial for. computer procesainq 4 8.6 .. 4d2.8 28.6 ) -0 0 . 0. . 2.00
Use CRT to m?u: information < - o - T 333 . Q -0 0 66.7 4.67
Process infbma:-ien from insurance companies . 14.3 7 . 143 . 14:3 28.6 . 0 . 28.6 ¢ 2,86

. Send corresponiﬂence to insunmc.e companies _ . 85.7 0 14.,37 ’ o 0. ) o 1.29
Explain boveraées and charges t;n applicants ) 50.0 0. ’ . 12.5/ o D 4] 37.5 . 3.2

, Rate gquotes fox‘ applicantg’- decide on coverage y . ‘ ' . ’ & : R . *
and classification ) 28.6 . . 0 . 0 ) o 14.3 - _57.1 4:43

: Figure commissién on applications / 37.5 0. - 12.5 o 12,5 . 371.8 - 3.62

L3 * . .

.+  Check completed éapplicationa for accuracry 100.0 0.” 0 L - o 0 0 1.0Q
Fill out claims| . . 62.5 12.5 12.5 0 -0 12,5, 2.00

Type using telex . .ot ) 14.3 14.3 ) 14.3 57.1 4.86"

Bill policy holders , ’ 143 143, o 0 14.3 57.1 - 4.57

’-‘
'Y
-
[ -
-
? .
L7
dny,

I i

-96-



Insuranceé Secretary cont'd.

Maintain’employee records . -

Prepare brochures and literature regarding
various programs T

Maintain a set of accounts'

perform tasks requiring a knowledge of
insuranfe terminology ‘

Operate of fide machinexy -

Actfas an administrative assistant | .

perform routine clerical "tasks

 Assist sales representative as requested .

. Open mail, sort and distribute appropriately

‘Maintain files

Answar telephone, transferring calls whers
necessary

Receive any complaints over the telephone and in

person
sell policigs over the phone

Take quotes over the phone

121

k]

. ' ~
¢ }’ B . a

- ’ﬁ";“ . - [

. ’ . - ' , ) " a X - .

5 $ I 2y . (3) . F W ' {5) (6) *
‘Extremely Verye Somewhat “f Somewhat « Verxy txemely g
Important Important Important ~ Unimportant Unimportant Unimportant  Mean

o 62,5 . C o . 12,5 o 12.5 12.5 2.38 .
T 286 . g O 42.8 0y 0 28.6 9,
B G B | |
57.1 .0 o . () S 42.9 - 3.4
156 0 12.5. .0 0 12.5 1.88

100.0 .0 0 .0 “ 0 0 1.00

37.5 12.5 25.0 ° a 12.5 12.5 2.75

62.5 37.5 : 0 o . 0o .. 0 . Tr3a.

62.5 12.5 . 0 [V} 0 25.0 2.138

50.0 375 12.5 o a 0 fle2

62.5 37.5 .0 o’ 0 0 1.38 -

. ]
Fa

. 37.5 37.5 12.5 , ‘a : 12,5 0 2.12
© 50.0 25.6 125 . ) "o 12,5 212

. ‘ .
o 28.6 o N4 5.14
| 0 286 14.3 ‘{ o . a 0 s1a 4.43
R . .)
- 1 ].52é«
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Insurance Sacretary cont'd. _ . _ K co _ :
- 1y Rt 3 oW {5y . 6)
Extreamaly Very Somevhat = Somewvhat Vexy Bxtramely
Important Important  ~ Important _ Unimportant Unimportant Unimportant = Mean
. p . . . .\ N )
Take dictation over the phone . 0 . 14.3 : . 28.6 . 0 . 14.3 42.8 4.43
Take dictation in persoh o _ 50.0 . 12,5 © 12.5 : 0 12.5 12.5 2.50
Type and proofread letters, stencils, repérﬁs ) 62.5 25.0 B 12.5 -0 . o 1.62
Type ‘manuscripts ' T 14.3 14,3 14.3 28.6 14.3 14.3 ©3.57
Take dictatian from dictaphone 14.3 4.3 14.3 L 0 0 Y 57.1 4.29
Take dictation from taperecoxder 143 14.3 o ) 14.3 57.1° " 4.57
Write checks . 12.5 317.5 0 o0 12.5 . 37.5 3.75
Pay bills, write receipts and keep records 20.0 40.0 0 20.0 20.0 o 2.80
¥
g - 5.
{09 12
‘I - 1- ‘-td * i ¢ -
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‘ o 7 o Emergency |
Insurance Secretary . Continuously “mg\uuly_ Occasionally Seldom Situation Omly Never Maan
. Handle all enquiries made by walk-in customexs . 50.08 12.5¢ 37.5% 0 0 0 1.88
Check appointment calendar daily, call customers . :
if appointments can't be kept. . 14.3 : 28.6 : 14.3 (] 0 ] ) 42.% 3. 71
. Prépare statements of office expenses | 28.6 0 . 14.3 o o ©87.1 0 4.14
Prepare monthly reports 42.8 . 42.8 T 1403 ‘o 0 14.3 2.25
, Prepare group proposals : ‘ 14.3 14.3 C 14,3 0 0 . 574 4.29
. Prepare material for eo;aput_h} processing '25.0 25,6 © 371, 0 0 o ‘ ) 12,5 2.62
Use CRT to imput information ' . 0 16.7 16.7 -0 0 66.7  4.83
Process information from insurance companies 1443 14.3 ~ 14.3 - 28.6V 03 . 28.6 3.71
Send correspondence to insurance companies 57.1 28.6 1437 . 0 o . 0 1.57
Explain coverages and charges to applicants’ 25.0 12.5 . 1)%“ _ 12.5 0 37.5 3.62
Rate quotes for applicants - decide on coverage \ . - . ' ‘ :
and Clﬂssifieﬁtiqn . 28.6 P 0 o S * . 0 . 71.4 4.57
Figure commission on applications 25.0: Q o . 12.5 ) 12.5\; 50.0 4.38
. Check completed applications for accuracy 80.0 . 0 o 0 20.0 : 0 ’ 1.80
Fill out claims 37,5 5.0 - 125 °  12.5 o 12,5 2.50
Type using telex _ 0 © 28.6 0 | 0 0 714  4.86
Bill policy holders ’ C 0 28.6 "0 o 'z 71.4 4.86
- ’ ° ° .. . b
Q .1. ? V) > . ' ' . ! !
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o o ' ‘ . \\i v : ' " Emergency
Insurance Secretary cont’d Continvously ;;&:gg;qglz Occasionally ~Ssldom s;ggjg.en Only = Never Mean
Maintain employee records 50.0% ;\1#‘55 12.54 o 6 @  25.0% 2.50
. prepare brochures and literaturs regarding : . , ' , ' . T
various programs : , 28.6 o, v . 28.6 4 14.34 0 28.6 ©  3.43
Maintain a set of accounts 57.1 e . o .. 0 o, 42.9 3.4
‘Perform tasks requiring a knowledge of » o ' T ' ’ - '
' insurance terminology 75.0 0 o 12,58 0 i} 12.5 1.88
Operate office machinery 87.5 - 12.5 ' 0 0 0 0 S1.12
: Act as an administrative assistant 25.0 12.5 . 3.8 0 0 25.0  3.12
pPerform routine clerical tasks ‘ 75.0 _ 12.5 / o 0. 0 12.5 ) 0 1.62
Assist sales representative as requested 62.5 12,5 o o 25.0  2.38
Open mail, sort and distribute appropxiatuly 82.5 12,5 0 12.5 ‘ 12.5 o 2,00
Maintain files . . 62.5 25.0 0 0 2. o, 17
Answer telephone, transferring calls where : . - g ' «
necessary ' ‘ | 506" 2.0 © . 12.5 O o 12.5 0 2.00
Receive any' complaints over the telephone and in - S o -
person 50.0 0 37.5 0 0 e 12,5 2.38 0y
0 Sell policies over the phone . 0 14.3 14.3 0 ;, 0 71.4  5.00 '3
™' pake quotes over the phone ’ 0 28.6 o 14.3 0 57.1 4.57
Take dictation over the phone 0 0 . 42.9 0 0 E 57.1 4.71
Take dictation in person - 31,8 12 . 25.0 0 1o 25.0 2.88
‘ Type and proofread letters, stencils, reports 50.0 . 37.8s 0. 12.5 o 0 T 1,78

* . .\ N

—00‘[—



Insurance Secretary cont'd

L3
-

Type manuscripts,

Take dictation from dictaphone
Take dictation from tapercorder

Write checks

Pay bills, write receipts and keep records

4

*

!
L
f ?
Z‘ ] r
m 2) (3) (4) (5 (6)
. . : ' ‘ Emergency ‘ ' .
Continuously Reqularly Occasionally Seldom  Sitvation Only Never Mean
T 14.30 0 28,60 28.6% 0 28.6% 3.86
14.3 0 0 . 0 28.6% 57.1 5.00
14.3 o ) 0 14.3 71.4 5.14
25.0 12.5% 25.0 o 0 37.5 3.50
40.0, 0 20.0 20.0 o 20.0 3.00

iy

S
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[{ ' ' INSURANCE SECRETARY

Importance'3f7Tasks by Mean Rank

-

ot
l

Task Description

1.00

1.14
1.29

1.38

1.62

l.88

2.00

2.12

2.38

Extremely Important:

/
Check completed applications for accuracy
Operate officesmachinery ’
Prepare statements\of office expenses

Send correspondence to insurance companies

erforp routine clerical tasks

‘Main§ain files

Type aild proofread letters, stencils, and reports

Open mail, sort, and distribute appropriately

Perform tasks requiring a knowledge of insurance terminology
Handle gll inquiries made by walk-in customers

very Important

-~

Fill out claims

Prepare material for computer processing

Receive any complaints ovex the telephone and %n person

Prepare morthly reports

\

)

Answer telephone, transferring calls where necessary
Assist sales representative as requested

Maintain employee records



N

~103~

[ ]

3

Mean Rank Task Description

2.50

2.75

2.80

2.86

3.12
3.14
3.29

3#43

3.57
3.62

3.75

Very Important:

Take dictatioh in person
Act as an administrative assistant

Pay bills;;write_receipts. and keep records

- i L - :
Process information from insurance companies

]

Somewhat Important:

Explain coverages and charges to applicants

- ‘Maintain’ a set of accounts

e
&

Prepare, brochures and literature regarding various programs

Check apmointment calendar daily, call customers if
appointments can't be kept '

. 3
Type manuscripts

Figure commission on applications

Write checks -

Proear
-
w
»
LY
L3

,ai



" INSURANCE SECRETARY

Fredquency of Tasks by Mean 'Rank |

2. e
-

-

Mean Rank Task Description

.

1.12

1.57

1.62

1.75

o 1.80

. 1.88

- 2.50

2.62

2.88

-~

‘Operate office machinery

Continuously: | ) .

~

Send correspondence to insurance companies.

~
Perform routine clerical tasks )
Maintain files . Lo : | | - .

* Type and proof read letters, stencils, and reports «

Check completed applications for accuracy

Perform tasks requiring a knowledge of insurance'éefminplcgy

&

Handle all enquiries made by.walk-in customers

A

Regularly: X

Open mail, sort and distribute appropriately

-

K r
Answer telephone, £§}nsferring calls where necessary
- | - .

) a
Prepare monthly rgports

o

Assist sales represéntative as requested

Receive any complaints over the telephone and %n person
Maintain employee records ~ : _ , "4
I

Fill out claims
Prepare material For computer processing

Take dictation in persfn



_ o | -108- . .

. -

 INSURANCE SECRETARY

-
] . -
. .

. Additional Job Tasks

.

The following job tasks were‘}istedvbg insurance secretaries:
P » ' . . R :_l‘\.

Balance check books L ' L ;
. .'_ - ' . Prepare monthly reports . ' .
. . Update and maintain policies

*  Rate policies » ' R ‘

~ . e AN ) .
. _ Check that policiss turned in by agents are filled in correctly

Figure.oup ¢redit for compény»anq ageht o ‘ T

. © ' Keep clerical area rufining smoothly
\ all ‘ Maintain good répport with custémefs ’
/ .
* Take good notes and information from customeys, especially ¥
- ' over the phone.  * ' : -
. EquipmenQLUtiliiation | _ | | o ) | .
Ins#rance sgcretérie§ reported.usiqg the-following equipment:
‘ . | ' A3
- iMemcry typewriter Xerox mdchine
L . éictapﬁone 3 | IBM Qale¢tric
. Ccpy‘machine f' | IBM 1967 termipal mimeograph
B ; D;ctiona;y . o Telephone .,
Ma-:.mals1 . | Stamp machine )
CaLCuiator . ’
'TypeWriters( ‘ ' 3N
b ] ' s
. - - ) ] - ’
e, :
- \
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| \;’ y ~ Important of Tasks by Mean Rank
.»( ‘ .
- X &
. , | - P _
"Mean! Rank Task Description o s . ‘ .
. Extremely Important: =~ - - .
. )
. . ¥ .
'1.00  ' Checﬁ’pampleted applications for accuraCY“‘  T )
' . ' a Y N . ' . . [
Operate office machinery - : .. Y
1.14 Prepare statements of office expenses
1.2% - Ssénd correspondence to insurance companies
- .1.38% Perform routine clerical tasks . ; -
e R Maintain.files,- N
. 1.62 Type and proof‘réad letters, stencdls, and reports
‘ . . . . K s S §
Open mail, sort, and distribute. appropriately
. ) 3 o : ’ ! . .
. L ‘1.88 )  Perform tasks regquiring a knowledge of insurance te;minology
Hagale all inquiries made by walk-in customers .
. : _ Very Important: - :
‘.v o ' v. .‘ .. s !>—- . \‘ : ‘
. 2.00 . Fill out claims | : ' v
. : ' ‘ . - . = ‘ ’
Prepare material for computer processing
© . ‘ . . ’
] 2.12 Receive any complaints over the telephone and in person
N ' . » . ) » .
Prepare monthly reports ' '
L . . A _.
- ' : ' Answer telephone, transferring calls where necesgary
2. 38 Assist sales representative as requested
' . " Maintain employee records
13 - 3
* - . L]
125 ’
' J i
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Recommendation: . - It is recommended that alﬁorkshcp for insurance

z\ Cbjectives in

L]

secretaries be implemented by the Department of ’

~of Secretarial Science at B.C.C.y
.. . o

~-To fulfuill & training need in Broward\ county, as

Implementing the ¥ ‘ !

Recommendations: expressed bybthegeméloyers and valiaatsd by the .

a

Assumptions?

£

, employees.

-

~To provzde an opportunlty for persons with a>

‘secretarial backgrqund to learn the fundamentals

- Y ® .

1 of the insurance Lndustry:

'Secretarles already employed in the fleld-
~secretar1es transferrlng from another fiel&, and
personslrs—entsxing the work forcg.
A~candidate ‘for this wsnkshsp uld havé already
acquired Xhe necessary secretagiai skills. |

‘The . workshop would be concentrated and shsrt-term.
Programiing would enable cu:rantly‘empioyed- i
linsurance'sesiggaries to undertaka classes at

night with provision mapde for those students able

)

to attend during the day.



Recommended | C

Workshop Topics:

Dissemination of.;
Results:

-

From the information collected the following

topics are recommended for inclusion in the |

workshop: N

1. T'BasléqprincipleS‘qf insurance

2., Insurance forms and their uses

3. Processing insurance policies °

4. ,Insurance termjnology

5. Telephone techniques

., I N

1. Project participants . ‘
. - _ )
2. Secretarial Science Department
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DRAFTING RESULTS, SUMMARY ¥

Primary Objective of the Position : L .

* o - . ’ ' . ) ' . .

The main f__unctiq_n of a drafter is to take the ideas_ of the enginésf and

transform them into reusable documéntsf _ d

i
?

!

Supervisory Responsibilities

]
! *
'

A drafter may occasicnally supervise the junior drafter or detailer, but

N
-

overall this position‘does not entail any prescribed supervisory

. »

respohsibilities.

Minimum Education

- 7 _ - .
A high school diploma or "other" were listed as the minimum education

-

. < ‘ ‘ .
necessary- for a drafter. N

‘ . . ,
Q

Entry Tests

¢

Drafters are not uSually requmred to také\iny specxal tests. However, it.

is common for employers to request drawing samples whlch demcnstrate the

-
applicants ability.

w |

Language Requirements

&

There are no special foreign language requirements.
i

'

23



.‘.‘ .

~o

safety or Emergenqy Requirements -

P

Draftérs are generally not required to have special safety training.

Mention was made of knowing the appropriate safety equipment to wear

in dangerous areas where. actual fébrication of certain pro&ucts takes Place.

i

Hourg Worked °

Drafters’work‘40'h8prs per week. . -

€ .

Entry Salarf

-

Entry salary ranges between §121 and $240 and averageé'at $171 per week,
There is usually no fixed entry-level salary. .

Maximum Salary
’ -

I ,
The maximum salary range is between $200 and $326 with an average of

L

$268 per week.

£ -

Basis for Salary Determination

Salary is determ&ned‘hy} {1) experience and {2} merit.



Vg
Basis for Promotion

N

¢ . Supervisors reported that promotion is pased on merit, while

‘‘‘‘‘

-

- experience without further training as indicated in* the table below:

Question: On what basis ig a persch promoted?

~

. - Supervisor's -~~“ Employeeis
Affirmative’ Affirmative
("Yes") Response ("Yes") Response
Progction on.merit_ . k65:0% ) ~ ;0.0%
. Seniority | - 25;0. ; - | 20.4 |
.Additional on-the-job - o
training : 25.0 o 25.0
' Furthe:‘outsiae educétion . 25.0 ) ‘ 35.0
o Performan#e evaluation . 35.0 | - 45.0
T Testing _ o o 0 ‘ 0 )
Experience . | 35.0 ' - 45.0
Commission N 0 . f ‘0
- Qther . | 15.0 _ -0

3 ’ :
Positions and titles vary in drafting. Following is a generalized

outline of positions. to which a drafter can be promoted.

140
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. .

f - | : . l checker.
o Supervissor
' Drafter/Designer|
B [ Drafter/Layout

N - '
L Drafter Detajler| B

Dnafter«Enﬁry Leveli -

> . -~

Preferred Training Location : :
. a =

R w ©
.

.Eh'treSponse was not éufficzént to result in a definitive answer regarding

-

“the ‘most preferred training location:

Interaction . h

*

The employee intérgcts with supervisors and fellow employees as demonstrated

in the following chart.
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C .

:Qﬁestion: In the position Qﬁth whom does the employee interact?

-
-

<

- >
o
N

. L} . 4 . .
The type of drafting examined in this project is found in ‘electronic,

) Superv}sor's _ Bmployee's - . _ | ™
‘Affirmative Affirmative C
Interaction ("Yes") Response ("Yes") Response
No One 0 R 0
Fellow Employees 80.0% ' _Q; 60.0%
- ‘ | TmA
Supervisors : 85.0 | .60.90
~ Customers . . 20.0 . 15.0 vy
- - ) . v . n,i\' Y ’
General Public "0 o Y.
. ' N . lf ’ \\\7.'_“.
. S
Government Qfficials 0 0 RN .
| N
Other ' 10.0 ©20.0 ° BRIV
i . - o 3;.:\‘\-_‘ .
¢ . \"7:‘\ N
Forecast 0 ' ‘ | ‘Eﬁﬁﬁ@ '
¢ NS ' .
- N
- ’ \ R .’ i
AN
o

computer, and other industries concerned with the manufacture of engineered

products, Since the companies vary in size and type of products, they
have different drafting needs. The smaller the company, the more

specixlized the needs. The emphasis is on electronic and mechanical

.
’ Pl

drafting.. In Broward County, there are estimated to be 1,100 to 1,211

drafters in various categories. The projected demand for 1985 is 1,500

£l

° (FSES, 1979). | . oy




Observations .

l‘
s
/

*

+ 1. The skills required for drafti:7 have not'changgd'#adiéally, but

~ .

the equipment has. Education must keep abreaét of technological

changes so that thé drafting ‘curriculum at all levels, is relevant

to the needs of industry.

2. Within the electronics iniﬁstry there is a'growing treAd towards
h " the utilization of computer-aided drafting. ' The automotive indus-
Kf/ vtry is alrgady éery involvsd and o;her compahies.are gradually
acquiring the necessary equipment.{ Some posgible regércussioné of

: 2
this trend are as follows:

a) Time Savikjgs - Using the computer can cut by one-third
. -
! the time taken tp marually prepare the

Yooow ' design and tape-up of a printed circuit

board (P.C.B.). A single input into the

computer can prcduce‘various ocutputs

ot

depending on what is required.'
b) Accuracy - Every pieée produced by the computer is

\ ‘ accurate to within, + 0.001 in positional

! . , o accufacy-and withih 0.0005'in line: .

S | B width accuracy.
-4ﬁf e . : ] N ‘
. *r5~“' ¢) There has been an increasing demand for high density printed
. A . NN 2
~ N ) - “ . . N .
st  ¢ircuit boards. This has increased the demand for computer-

aided drafting, as the computér easily handles this complex

3. task.«~
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d) As a result, there codid be’qhanges in skill requirementé;
e.g., employers may ﬁat want‘dréfteré té have.some
training ahé/br experience with Cnguters.

e). There could be possible cﬁanges in staffing requiremenﬁs,
e.g;, in a firm using compuger—éided drafting, the wark
d;ne hgathe-layoﬁﬁ person would now be done by thg computer.

Theri appears to be an increasing number oflwomen enterihghthe |

2

field of drafting. i , - -

. The pre!bnt and projected growth of the manufaéturing industry,l

g A . .
especially in electronics, indicates the need for reevaluation

.. " ’
of the positions: electronic technician; compu

ter programmer; and

~

drafter.
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ptatting

Tasks ‘ \\\\‘

-

Produce drawings from:

.

a). Engineers® rough SketCheS .........

b} 11l ive references .....eecee.

c) ’Lay-outs teteteranctinrccaanrsrosaaas

d) Verbal instructions .......eee.....

P.C. Board design: , | ' ‘ Vi
a) Produc;-Izﬁ—ouﬁ schu@atié
b) Prodgce P.C. board taping ...eccee»

o) Produce P.C. board specifications . N

Mechanical design:.

a) Produce mechanical lay-out ........
by Make assembly layouts ....cceeccoee.
¢} Generate parté 138t tieieeerccnncns
Prepare change orders for existing drawings

Make drawing changes conform to change orders

Document reasons for change

-

Copy c¢ld drawings

Touch up old lithogqraphs
~d

Make tracings in-.pencil or ink from
original drawings

' .
A ]
* L ]
() (2). » . @ s (6)
' ‘ \ - Elar&ancy )
Continuously  Regularly Occasicnally Seldom Situation Only * Never ‘Mean
RN
33,38 33.3% 33.3 o 0 o 2.0
~
25,0 33.3 25.0 0 0 16.7%  2.67
50.0 33.3 16.7 0 o 0 1.7
50.0 .~ 33.3 8.3 8.3% 0 o 1.75
B N
22.2 33.3 < 1. 22,2 0 . .y - 2.78
1.1 11.1 33.3 0 11.1% 33.3 . 3.89
12.5 0 12.5 25.0 25.0 . 25.0 4.25
40.0 30.0 20.0 10.0 0 ) 2.00
40.0 50.0 0 10,0 o . 0 1.80
70.9 20.0 10.0 o, o o 1.40
50.0° 8.3 41.7 o 0 0 1.92
75.0 25.0 o, . o 0 o 1.25
33.3 33.3 16.7 " 16,7, 0 0 fz.n
167 25.0 33.3 8.3 8.3 . 8.3 2.92
9.1 0 27.3 "0 9.1 54.5 4.64
. -~

25,0 33.3 25.0 P 0 8.3 8.3 2.58

-91T-
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N ' . :
N ) . S
‘ ‘ < . “ ’ ' - . E ]
L3 R Lt . . ‘ ‘
! . m (2) N (3) ST I (5)
.Drafting Continuously Regularly  Occasionally Saldom  Situation Only Never Mean
- ) 4 g
"10. Produce tracings naking minox :emangment.s / ‘
.-+ of the dimensions under specific ‘ o o
-3 instructions ‘ 33,38 . 25.0M 25.0% 8.3 .0 © 8,3% 2.42
11. Operate the print machine ™ ' 50.0 . 33.3 8.3 0. 0 8.3 1.92
12. Maintain the drawing files R O 8.3 . 13,3 8.3 o . 8.3 2.42
.13. Maintain the specification files . 16.7° 16.7 " 8.3 . 25,0 ’ 8:3\ ) ., 5.0 ’ 3.67
14. Supervise detailers 0 25.0 16.7 16.7 16.7 25.0 4.00
15. Liaison with other departments - 58.3 16.7 . 8.3 8.3 .0 8.3 2.00
16. Prepare publication art work for 'manual,s : ' - T ' *
. 3 " and other documents 9.1 0 45.4 9.1 9.1 27.3 3.9,
© 17. Participate in design conferences R 25.0 8.3 16.7 , 16.7 3.58
e 1a. Computor Aided Draftin}: ' ' . -
. . ) B ]
a) Prepare infexmation for the mmput.er _ . !
involving a knowledge of data LY . .
- processing - 18.2 9.1 ) 0 S o, 8.1 63.6 4.64
b) oOffirate the di%izer to imput infan,nation _ . S | .
: into the computes; verify by requesting : o . .
the computer to plot out the information 9.1 «-. 9.1 0 . 0 4] 81.8 5.18
\_‘_; N -

~L1T=-
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" DRAFTING '
- ) i : ' ,' . | . ' '- - ‘e
. . B \ . (3 L]
* - .. Importance of Tasks by Mean Rafk ! )
. | ; o |
-‘4 . . s’ ' . ot
Mean Rank. Task Description .
. - Extxeﬁely Important: N o
. 1.17 |, Make drawing changes: confarm. to change orders ¢
01.25 Produce drawings from engineers' réu@hrsketches
Produce drawihgg,from layouts | g/;?}gg S
1.33 Produce drawings from verba}_inst?ﬁcticn _ - ':k\ e
. ke . ) T .- ' - . .
Vi . i - 3 : /
1.64 Mechanical design: Generate parts list
1.83 bocument reasons for change !
.. Prepare’ change orders fo#®existing drawings
"1.92 Operate the srint machine
<. | Very Imgprtant;
2.00 . Pgoduce drawings from illustrative references .
) > Produce tracings making minor rearrangements of the dimensions
' . under specific instructions 3 .
e ;-)“ . ) ) _ ' '
Liaison,with other departments
T § - Copy old drawings ]
‘ Mechanical désign: Make assembly layouts '
: . P
‘ \ Maintain the drawing files -  _ )
. "‘.a, . ’ . ‘ .
Mechanical design: Produte mechanical lay-out
» ' - !
. 2.25 Mak% tracings in pencil or ink from original drawings™ ‘
2.58 - Participate ih.design conférences
2.78 P.C. Board dé$ign: Produce lay~out schematic

. 4‘.’:.>. ~. t .
L. l:‘(}_

s
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2 X 3
\/ . - . - ‘\ ,
~ X . N
- - ) \ .
- r
‘Mean Rarnk Task Description ST
) Somewhat Imbortant: © J/ - - ~
TS .
3.08 ™ Supervise detailers - | et
. 3.25° Maintain the specificat.ionf_iles*/- o o ' - k
3.45 ‘&’repare publication art. work for manuals and other documents.
3.90 . P.C. Boatd design: Produce P.C. board taping = - - I
.‘ Ly . ' ) / .
. -
. : ' ) » . . o o
N . B ‘ ,
S .
" .
' 1 ) ' . . -
. y-\ - &
¢ ’ - ] - ’ \ 4
A .- )
o r -
AN
- -
- - « *
L .
. {
- - — ‘ ; .
[ 3 N »
- . o ) .
/
\) / / . - /\'
N .
. \ 1 :)g’ [}
A I
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o - .  DRAFTING, ST e
< 'fl ‘ _Frequency of Tasks by Me&n Rank . o L
Mean Rank -TaskiDe§crig;ibn . ,_‘
Cénéinuouslyg - . ' ‘-‘ ' ’
\ - | R ’ . :’-"I | .l X
) i _1:25 -+ Make drawing changes confo;m to change orders .
« : F1.4Q.l Mechanical design: ~Generate parts list
1.67 Produge'drawings from~1a§éut§ e
- 1.75 " produce drawings from verbal}instru;tiéns
1.80 i.Meéhanical éesign: Make a§sembly.ld;outs
o e
71,92 'Opergte the print*machine o ’ﬁ‘
' : Prepare change ordérs for existingfarawingS' " _ ‘ hb
Qr E -. Regudarly: - o \
- * 2.00 | Liaison gié% other éepartmenti- “
. 'Me;hanicai design: Produée mechanical lay-out ‘ ’
. ‘ 1, ~ Produce drawings from engineers' rough sketches )
:  2.17 .Dogument reasons for change 5 T .
2.42 k Maintain;héiéra*ing files-
5 ~ | Produce g;acingé making mino? rearréngepents of the dimension
. ’ under specific instructions
: 2.58 Make‘traéings in pgaeil or ink from original drawings ’
3.67 - PfaduceldrawiﬂgS‘fer: 'glluétrgtive references
) ‘2.78 P.C. Board désign:. Produce lay-out schematic

.
tH

2.92 Copy old drawings
]

.
»
.
1
——
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K ' : ' DRAFTING | | S

Additional Job Tasks o - -

. The following tasks were suggested as "important” by employees:

[} L

. ' . “.tv‘u_‘ ‘ S
Generate silkscreen artwork

14

Tolerancing
. | » f‘ Choosing fasteners’ .-‘ ' 'l’ .
Generatelputlines (installation d:awingsj
,Manufacturihg’pf5ce55esh |
.. Lettering
Tool design
‘Trigonomet;y
Fastsning methods

Inking ( b | \ .

-

Other Suggestions far Training Areas

The following areas were sgggested for additional training of drafters:

'y . -
-

Tegbnical algebra
Silkscreen design.
Lithographié.touch-up

Design and taping ™\ ' o

IR
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e -®

© Other Shégestions for Training Areas (con't)5
S
Tolerancing
‘Material strengths.

Machining and manufacturing techniques

L

Sketching.
" O§th6§f;§hic and isometric projection N
'\,\ - Machine désign:\ | ) »
) Mepriclsystem | | ‘ '
' Equipment gtiligation B - oo
Ce S Draft;rs should know how to:use‘the‘fo;lowingAequipmgnt:
Triangles. - ‘ Cepia
o . Scales . ' Inking équi?meﬁt .
LéadAholde£;; : | . French curves
. Parallel bar o Bluelire machine
’ ‘.._ _Lettering set | ’ ~ Drafting macﬁine
( Type set (for silkscreenipé)*Drafting7£able
-Waxef‘(fbr-silkscreeniﬁg) Compass -
I- | Various templates Mechanical draft;ng penéfgg’
, Velum N Machinegyy handbooks
) Mylar paper 3 printed circuit board
| Grigci;per |
8 -
. I3




. Recommendation: -

Objectives:

- Target group:

g

in drafting, -with an emphasis in electronic

An associate of sciencel(two-yéarl degree program

drafting shdgld be implgmgnted at B.C.C.

- . ) . e

. i g
e )
0n

-To fuléill agstraining need, as expressed by

N

~Broward County employers and validate@ by the

employees. .

» -

-To update current inﬁprmation concerning .the range
of tasks performed By drafters.
-To investigate redeknt-changes in thé drafting

field and ascertain any educational impacts.’
e : . S

~-To ,father any gvaiia@le information ﬁggarding

- future trends-in the industry in Broward county.
: ( e

° 1%

The program would be érima;ilyﬁdirected‘to persons

- - o to. N .
$ ‘

leaving h#gh school who wish to gain an adequate

drafting backgroﬁnd before entering the field.

N

~Persons already employed as drafters could undertake

. < 4
some sections of the program to increase skills in

specific areas.

et
oY |
3



. Recommended Program Areas

~The following areas were recommended for inclusion in the drafting

PO e e e,
s N VA Voo«
R P

' p;cgram:» - N
Technical alggdbra
!“Silkscreeg design - o .
_lpi;hggggphic touch~up | ' B o
Design and'taping'.' .
Tolerancing
Matérial strengths. - | ‘ J | o <.
‘Machining and manufacturing techniques -
Sketching S -

S Orthographic and isometric projection

flachine design ) : - ¢

-

' Metric system

On the following page is a proposed program outline for drafting:

' | - , .

£
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s

PROPOSED PROGRAM OUTLINE

Semester .

Basic Drafting 1
*Electronic Drafting
Mathamatics 1 '

L]

juxw W W

Electroifcs 1 '

15
Semester

Basic Drafting 2
Mathamatics 2
Psychology 1

Y

lw W W W w

Computer Processing

15

2nd Year

'"lst

£

72,
27

/
2n

" Technical Writing .

Semester

Prcduction Practices
Applied Gegmetry
Physics 1 '

Elective

Semester -

Electro-mechanical design
Physics 2
Electives §¥

Of]
P
LS

.
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ELECTRONICY TECHNICIAN RESULTS SUMMARY ) | : oM : ' ‘
' 9 s |
Primary Objgctive-of the positioﬂ
4 e
o . . L 3
The primary objective of the position is as follows:
1. Testing, repairing, evaluating, and maintaining various N
electronlc equipment. | -
_2. Troubleshootlng - i.e. recagn;zlng, definlng, and dealing
) | with problems as they arise.

> S
L A ;&r‘ : -
Supervisory Responsibilities R : O

/f

/

/
' . ¢ : .
An electronic t§bhnician does not usually hdve any specific supervisory

respons;bllltlés, however, there may be occasional need to
'a) take cha;ge in the absence of the department head
b) superv1§é basic productlon o s

c) superV}se lower level techniclans-

¢ {

Minimum Education

rd

- Experience {(listed as "Other") and technical/trade sc%ool or an A.S.
degree are usuélly reqﬁired. | ‘

*

Entry Tgsts

L ' - 4
In the electronic technology sample, only 26% of the companies gave any

: ¢
testing. ( _ -

\)‘ | ; ‘ 15¢




I

e S - o
:_These tests, as indicated bg}ow, varied depending on the type of rd
) ’ ' ‘- . * \ . .
- company: ' e ' -8

Basic engineering test : ' ' .

»

BaSic 4lectronics test , ' ' | | ,
. Engineeting department'quiz - - - , C ‘
.Camputar technicvian test o -;. . - v .
.. "Bell system qualification test R . '
General'cennector}and resistance test -

4 General qualifieation test e “.f AR (/
. : : ot : ' . ’ ] N -

.-

Langquage Requirements

. v s .
. . - ) .
5 . . o ) ) " ) ) . e"
& , | | . -

There are no special foreign language requirements.

Safety  or Emergency Requirements ' : . ;

) . ) . J - ~ .' l

. - - | \\ - .
. . . L
. . - .

NQ companies in the sample expected any pribr knowledge of safety
proceéures, however, 23 percent of the sample conducted thelr own safety

training sessions and/or provided a company safety manual.
! ' . ~2

*

‘Hours Worked

The average is 40 hours per week. ( .



Entry Salary
A >

a

. . (. .
Tha average entry salary is fixed ‘at $168 per week with a range
frém $130 to $28b per week. . |

« be
Maximum Salary

-

- The maximum salary averages $280 per week with a range from $170
to $475 per week. ' '

e

s X . )
Saﬁgry'is determined by t of experience and increases<on the

‘jOb. .

-

b

Basis for Promotion ¢

*

LN

Promotion is based on: (1) performance evaluation and (2) merit.
Persons are usuaily promoted without further training. Beloy, the

chart includes affirmative responses based on the entire sampling:

>

- ) {
. .

‘ 0‘" - . \ t



, . .
. -129 - ‘ }
. ;
4 ,
Questién: On what basis is a person promoted?
L ) . 3
? 2
- ‘ b
. Supervisor's . Employee's S °
r Affirmative Affirmative - w
‘ ("Yes") Response ("Yes") Response
- 4 ’ / ' ‘ 3 .
; ) : ‘ 2 ¢
-/ ' ' _Pgomotion on merit 40.0% ) 36.7%
“ - Seniority . v +  ~13.3 6.7
o » additional on-the- T B
. Jjob training , . 10.0 10.0 ”
“. Further outside k ' .
+ ., education ©  ° e 6.7 . 13.3- :
- égiformance . : - |
' evaluation " 60.0 - 30.0 )
Testing - ¢ . ‘ 0., - 3.3 W
. ' Experience 7 . 23.3 20.0
Commission ) o] 3.3
Other 43.73 10,0 . -
A y ” . .
. { .
f ) ‘ ( )
, . . P
o
. ~

-y

o
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The exact title of positions to which a technician can be promoted
varies within different companies. The following is a generalized

outline of the promotional hierarchy within the field: . )

‘ Department Supervisor

“_. . , | /1\

Electronics Technician Specialist .
: -
I
*lrElectronic Technician Advanced
K )
Electronic Technician Intermediate
two year Sf?ingd
@ o ., - » c. i - -
7 . L4 ‘ - . .
Electronic Technician Entry!} -, - - . T
: Interaction % ‘ ) A ‘ ) -
. Ce” \ ! r ". 4 £ . ’
{ . < - ; ‘ . - ‘ B
’ A ) j . - : t | ‘
r »  The electronics téchnician ggéaracts primarily with supervisors anj/fellaﬂ"
! : f . ) ‘
- . employees as indicated below: - : .
. -~ .
. o o Supervisocr's . Employee's
e : Affirmative = Affirmative
’ " Interaction ("Yes") Response (%) ("Yes") Response (%)
No One 4 0 ] ' 0 A
‘ Fgllow Employees 93.3% C 43.3%
) Supervisors . 100.0 ! - 43.3
’ Customers 6.7 - 6.7
General Public 6.7 // - : 0]
Government Officials 3.3 0]
Cther - 30.0 0

I

-t

f
A




Ve Training Location . AN

) - . ‘-

Central Campus was the most preferred training location.

a

. General Skills ‘ : .

Supervxsors lndlcated that: . (1) reading and (2) manual skills were
most important. The employees dld not xndxcate that any/ene

specific general skl;l was most important as*demon;frated on the next

o .
l e - ' .
. pag 4 . < - -
, £
Y
. Forecast .

-
A )
‘

Electronlc technlcxans are employed by a varlety of companles concerned

with the productxon of efectronlc and electro—mechanlcal components.

‘.' » \ T

. Examples of the large range of products provlded include:
‘ dlgltal measuremeét and control systems, lntelllgence equlpment, computer
eomponentsﬂ dtc. A technician could be inveolved with fabrlcatlng,
‘assembliﬂ§, and/ox testing.t Presently there are an est;mate? 1,040
) ¢ electroqic technicians in BrSWward Couh;y« Job openings‘occur at an
' annual rate‘of 88 positions; 70_ef these due - to éxpepe}on'and IO for -

F L]

-~

replacement purposes (FSES, 1979} .

..‘ | i - ; («\. | n .

ERIC - C e~

ELY
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- . ) : : /ﬁh’l&mc TECHNICIAN |
. . . General skills Checklist L < .
* ) ¥
. - Skills . PR )
R Mapual - Mafhematical Reading . Interpretation
fne?pbnse o " Supervisor Pmployee Supexvisor Pmployee Supervisor Employee Supervisor Employed’
4 ¥ T -
[ ‘. ‘ i
. L ‘\ . . .
Extremely Important 16.7%8 ‘ 6.7% 13.3s /6.:1\ 20.0% , 20.0% 13.3s 16.7%
Very Important 26,7 13,3 10.0° 3.9 30.0 13.0 N . 26.7° 16.7
Important ‘ 6.7 16.7 16.7 30.0 3.3 10.0 10.0 » . 10.0
Unimportant | . off 6.7 3)3.3 .o%a , 0 0 3.3 o’
Very Unimportant 3.3 : 0. "0 0 D 0 0 , 0
Bxtremely t}nimpcrta.l_\t‘ ) o « 0 | 0 R 0 Y - 0 0.
Mo Resgponse . 46.7 56.7° " 46.7 56.7 . ‘ 46.7 5‘6.7 46.7 56.7 .
./ v . -
Pl
! -
s .- -
\\,) o . ¢
) T -
- . - 1 -; 5 . s -~
. .Y - e
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ELECTRONIC TECHNICIAN

-General Skills Checklist

AN

- & . P o ) o e
, a‘ 5kills .
) -~ Verbal T Written Personal Relations ‘Supervisden
. . ‘ : . » .
Rasponge - Supervisor Employee Supervisor -~ PFmployee Supervisor Employee Supervisor Bmployee
Lo ' S . 1 ‘4 4
Extremely Important . 0 3.3% o 1.3 M 6.7% 0 3.3
Very Important . ‘ 30.0 26.7 26.7 20.0 10.0 13.3 3.3 v 10.0
Important 23,3 13.3 20:0\ 13.3 33.3 20.0 20.0 10.0
. -
Unimportant . ) 0 0 3.3 6.7 . A3 3.3, 20.0 - 13.3
Very Unimportant ‘ ) 0 ’.3 o \ o o 6.7 3.3
) * | .
Extremdly Unimportant 0 0 0 0 0 0 3.3 3.3
"No Respounge * 46.7 })6.7 L] 46.7 56.7 46.7 » 56,7 46,7 56,7
% ‘ ) * . 2
N \
.. “ L
-» * .
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. . .
Electronic Technician ¢ : : .
.' ' ' mw . @ . [k} (4) (5} € ~
E:xt;'x’e‘;"mgl - " Very Somevhat Smeuh;t < ~Very pke;ely
Import Impoitant Important Unimportant - Unimportant Unimportant
Assembly and Fabrication Operations: — — : - o .
Wiring: - : 28.6% < 35,74 8.6 - 0 ’ IE: IR 5 L
Soldering : 42.9 42.9 7.1 o 0 7.1
. : . e o ' . *
Welding , o 0 ) o . 8.3 333 .. 58.3
Brazing ‘ ' o “7.7 . o 1.1 ‘ 23.1 61.5
Drilling 0o 7.1 . 28.6 ° 14.3 . 26.6 - 21.4 ’
Hole Punching L . Y 7.4 can 7.1 14.3 o ‘ 35.7 5.7
Insert components on P.C. board 15.4 3a.5 23.1 o . 15.4 - 7.7
Align electronic components : . 35.7 35.7 0 21.4 0 . 7.1
Conduct preventative maihtenance by periodocally ' : ‘ . . : . . ', . .
checking and evaluation production and laboratory 3o0.8 23,1 T o 15.4 7.7 15.4 Y Y
equipment, . ad S e )
Modi fy equipment as per engineering directions 3|.5 - ~ . 38.5 1.7 ) 7.7~ T 7.7 ¢
~ . rd Y . . -
. Repair instruments returned by customers . . 50.0 21.4 ° 14.3 0 7.1 7.1
Rework circutts < : 7.1 o 64.3 . . 14.3 7.1 ‘ 0 . 7.1
Operate drill press and grinder " . 7.1 0 f4.3 ¢ 128.6 7.1 35.7
Climb uti¥®ty poles o 0 0 9 . - o0 0 100.0
Comnunicate with customers 7.7 15.4 23.1 15.4° o 38.5
» . Y

Follow instructions from engineer ~ . . 42.9 35.7 14.3 o o . 7.1

.
s




Coftstruction: .

Read and £ollow schematic diagrams
‘mes‘truct P.C. board from t_hé gchematic
Lay-out the p.C. board'

Test and 'evaluate the board

Testing:

Devise set-ups to test electronic equipment
Aséemble iest set-up

Determine electrical and mechanical pexformance
against set standaxds
Interpret test results
Maintain records

»
Prepare any necessary charts and grapha to
communicate information to the engineering personnel

te, " '

il
L]
() (2) (3) (4) (5) (6)
v Extremsly  Very Somewhat Somewhat. - Very Extremely
Impoxtant Important Important Unimportant ~ Unimportant - Unimportant Mean
66.7% 25.0% o 0 8.3% o 1.58,
B.3 16.7 31.3 16.7 8.3 16.7 3.50
16.7 B I 25.0 8.3 25.0 25.0 4.00
41.7 16.7 25.0 0 8.3 : 8.3 2.42
23.1 23.1 46.1 7.7 o 2.38
8.3 58.3 33.3 0 ) " 2.25
38.5 138.5° 23.1. 0 1.85
38.5 38.5 15.4 7.7 2.08
30.8 '30.8 30.8 7.7 0 2.31
7.7 15.4 46.1 15.4 7.7 Y 3.23

-SET
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r ’ ) T |
\J . v
: . . 1
. = @ (3) (4) (5) )
Electronic Technician ‘ ' h.' ‘ . v F _ Emergency ) "
) Continuously ‘Regularly  Ocoasionally  Seldom  Situation Gnly  Never  Mean
Assembly and Fabrication Operations oo, . o o - )
wiring: L LT 28.60 . S7.1 o o 78 2,79
Soldexing - 35.7 35,7, .1 0 e 14.3% 7.1 2.43
% . Welding . : . N 0 , 0" 0. o 16.7 83.3  5.83
Brazing v 0 7.7, o o0 - 15.4 76.9 5.54
prilling o o 0 : 7.1 1.4 S U %51 21.4 8.7 4.57
. Hole Punching =~ | R N1 .14 A % T B 28.6 .,  42.9 4.71
Insert components on P.C. board 7.7 38.4 30.8 7.7 7.7 7.7 2.92
Align electronic components, . '_ 21.4 28.6 ‘21.4 21.4 0 . 7.1 . 2.71
{t e Conduct preventative maintenance by ' - . . e
periodecally’ checking and evaluation :
preduction and laboYatory equipment 7.7 < 23.1 23.1 30.8 . 7.7 .7 3.31
Modify equipment as preengineering directions 0 8.5 53.8 0 -0 7.7 - 2.8%
Repair instruments returned by customers 21.4 28.6 28.6 . 14.3 0 7.1 2.64
Rework circuits o .0 21.4 64.3 7.1 o 7.1 3.07
Operate drill press and grinder - 7.1 'O . 14.3 14.3 : 14.3 50.0 4.79
Clinb utility poles 0 0 o . . ® .o 100.0 6.00
Communicate with customers . : 7.1 0 -~ 7.7 385 L 385 454
Follow instructions from engineer 14.3 21.4 - 35.7 14.3 14 7.1 3.00

L
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Electronic Technician

Read and ‘follow schematic diagrams

-
*

Construct P.C. board from the schematic
Lay«out"the P.C. board

Tegt and evaluate the:boaxd

Tes ting: ¥

. Dgvise set-ups to test electronic equipmiént
- Assemble test set-up

- Determine electrical and mechanical
- performance against set standards

Interpret test results
Maintain records "

Prepare any necessary charts and .graphs to
communicate information to the
engincering personnel

. - LY
. N AL
- W o
' .‘N‘ ; ‘. ° ~
. 4
NN \ ,
} . o
| .
{ ©
m v {2) (3) (4) 5y (6)
T b Enmergency ]
Continuously Regqularly Ccoasionally Seldom Situation Only Never Mean
66.7 % 25.0% 0 o ' 0 8.3s 1.67
8.3 8.3 8.3y 41.7s 8.3% 25.0 4.08
8.3 8.3 o 16.7 25.0 41.7 4.67°
" 25.0 33.3 8.3 16.7 0 16.7 2.83
? . .
7.7 10.8 38.5. 23.1 - éb 0 2,77
0 50.°0 3.3 © 6.7 0 ¢ 2.6%
N
30.8 30.8 15.4 23.1 0 2.31 .
30.8 30.8 7.7 23.1 . 7.7 2.31
30.8 46.2 7.7° 1544 0 2.08
o 0 . 46.2 23.1 23.1 7.7 2.92
Ny -
* ‘ -
,Q . ' ry A Y
. ‘
»
-~ . P
J
-/ - - .

12
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ELECTRONIC TECHNICIAN
’ Importance of Tasks by Méén Rénk S N &
¢ ’ , I3
Meah Rank  Task Descf?pﬁion o : o : - .\_,.
h .i ; Extremely Important . 5 ) r ‘
g,,4~ég\ - Réad aﬁ@ follow schematic d%ggfams (ccns&ruéti%n)  y '
‘ 1.85 - o Detefmine electrical and mechanical pee;gprmancl agaifist standards
1.93 Assembly and Fabrication Ope;aﬁiopsf.‘Solaerin
% “very Important: | ' . o ’ .
2.60 | | fplléw instructions from engineer- e
. 2.08 | . Interpret test results ' o o |
2.14 Repair instrumeﬁts returned by customers |
2,25 Assemblé test set-up
2.29 Wiring R L
2.3 Maintain records | P
2.36 Align elg;tronic.components )
.- 2.38 Devise set-ups to test electronic ggﬁipment |
2.42 | Test and evaluate'P.C.‘éga;d = \c\\j. )
T 2.50 Rework circuits N \
2.54 ° -~ Modify equipmeﬁ£-as per engineering directions .
N 2.77 Conduct prevengive maintenance by periédically checking and
 evaluating production and laboratory equipment X
e 2.85° | Insert' components ;n P.C. Board | o
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L] - ‘ . .
f ' . ) g
Mean Rank Task Description
\ ‘ Somewhat Important: : ‘ _ .o
3.23 ‘Prepare any necessary charts and graphs to’ communicate
. ) information to the '‘engineering persannel
‘ » ‘e ‘ . . o ) .
3.50 Construct P.C. Board -from the schematic ..
- » . ' hl . v . » . -
‘ ) ‘ .. ‘ . - .
* - "‘
- &
Ea « ) . }
.
. s F}}: a
LS n":én‘
N .
L e e
- [>] - ~
- 3 .
\ :
o
I's
’ &
1Y
[
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. * ELECTRONIC TECHNICIAN
. - - A v-. ' . g . '.., N L
i e Frequeéency of Taékg,ﬁf”Meén'Rankisl‘
. . c L o ' L3
- « . B
r T ’g.:';";"”h’
N Ve T . et o « o ~' ' -
Mean Rank Task Descriptien = T
3 T S e Y
Continuouslya _ ~\:‘fﬁﬁ,'\ \
1.87 Read and follow schematic diagrams ° _ NN
Regularly: L
2.08 Maintain records
. 2.3 Determine electrical and’mechanical pegformance against
set standards ' '
S/ ) :
G 2.43 Soldering o _ *
2.64 Repair instruﬁaqszreturned by customers
2.67 Assemble test set-up
2:71 Align electronic components ,
\
2.77 N Devise set-up to test electronic equipment
. -
2.79 Wiring .
2.83 Test an® evaluate the P.C. Board
2.85 Modify equipment as per engineering directions
2.92 Insert components on P.C, Board
2.92 Prepare any necessary charts and graphs %o communicate
. information to the engineering personnel/ -
, , |
‘ ' |
-, / \‘
S 0
~ - \ . ) !’ Bt
- & . ‘
. l’”?
- . N t)
* ' N '.1 ~ .

T



' 4 -
- Y . ., .
-141 - . : .
fF .
a .~ .
‘ ‘ -
A :
. ! < w " ELECTRONIC TECHNICIAN .
_ SR - R ‘ .
. v )
Additiopal Job Tasks:
N ‘ - '
‘ ~ Electronic technicians listed the following job tasks:
) - - ' T w e, ]
¥ L . - ¢ ' . i’ . N
1. Repgir P.C.#Board N
. 3. Visual recognition of parts by code numbers : .
\ . £ 3, Communicéﬁémwi;q\technician specialist : . .
. - [ ‘\t ~~$‘ - . . B
' 4. Maintain customer relations < —
\ - } *"‘" . s
. _ o . oL _
5 # perform tasks requiring a knowledge of binary numbers
. r . ' : - . .
6. Proéram material for computer
\ . 7. Follow-up and check any work done by an inspection team
L oy &
8. Preventatiive maintenance of electronic instruments and
; related equipment _ ' ‘ . ' . -
) . 9. Emergengy repair of eguipment used by workers?in the.
- h main'préduction area - . ’ : A !
10. Maintain continuous calibration of all electronic i
instruments used in’ the plant
_ 11. Make decisions regarding location of any problems,
. ( "hardware, software, envigpnment, or procedures.
L J .
' N
“~
A‘ i . »
. ~ w’ . -
& E ha
. . - T .
e N R . {
c ( ) ' ‘ ) ’
| W‘ B ) ' '
. R -
e e , ' '
Fo 'y > ' -




. . . Eguipment Utilization Ce B

PR | -

' & e - -

- ) > -t . . iy
‘The.folléwing equipment is used by electronic technicians:

. N X . . a3 . . ‘ 1Y
. < 7. " software: | . .

tqductien schedules , . e

| . y .e ! . P )
‘ . \ Y . L -‘- R . ’ . . ' . J
. v Equipment manuals . Vo R ]
L N v ‘- . . r ' ' - .Y . A \
© 7 7" Schématic diagrams .. . : . ", -
- .. < . .

. : . . . N ) o ‘
, .4 .. Blue Prints and drawings . T o R
a . N . . = .

- Engineer's write up . ) . - :

. Service bglietins : ~ S - S

. ‘ ) - ’ . . - . o .b\} | | . 2
. . . . A ) ” oo ) ) s
< Hardware: _ : ' ) . 7 . S ‘

. glatlwarto: . - : . -
PR . ) . L . ) . ° ' ’ . - *
e Electronic test equipment for radio comminications w . T )

DL High;frequgncy‘single‘side bands . s . ‘ . ){
.- 7 -7 .soldering iron and solfer ‘ _ R .
. ' R N L . > ‘ : s

’? " N . ! ) . , ’@ ‘ : ' . .
_“Plle‘:sr’.« N . . ) : )

o . N . . . ’ ‘ . ' ’ ~ - e Lo ) ' .
Cutters .Y ‘ o : .
oL ) ‘ e M e . 'y
& ¥ *

- . . - ' * ’ ~ ) . T . )
- T Strippers .« ; - - $\- >

. Oscillpscbéeé A LR ) e : .,

Py .

v ) . , LT
‘N \ - . . Y’ ol
- ggpregﬁencf QeunFers . L . S ¥

) ) : » “ . ] ] ] . - . .. -\‘t ’ : . "‘;
: ‘Signal generators R P o :
f ..l .‘ . . . Py ) . . , .
T R AF voltmeters ' . . 5 . .
. 3 T ! . . . g o .
‘o . Digital multimeter ./ : \ . )
. . .® . .' ~ s e i

e J,Qigital analog-therometers S - 2 ‘.‘*(  

«
- LY N ARy
7 AR Yo . :
- ' N ) - N -
¢ T 4 ) . * .
.
. - ) i , , ;
- . . ’ - N .
/ . Y . . . b '
" . - .
- . ’ .- . . . ® a . .4 :
. ~ > »
. an ..k o . a
- ts . .
* l »! ! ” ) ‘ ' - x 4 " o -
' - - Y ot - t 2 .
. L ". - N .'1 ‘ l - ¥ - - \ ‘ . I3
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e ! s » . “ .
. A . - . A
Hrdware EqQuipment con't. .
- ‘ ‘.. “ ’ i . ¢ .
+ Various amplifiers '
Coa . i .
‘ : . t . TN
Function generators L.
Capacitance heters * *7* ... .7 .
] SR N .
‘Narious crystal® test osé¢illators
‘ Amateur FM radios o ,
BRI T S g .
uigh frequency receivers | ' ,
. . .. !
Calculators , . . . . .
B , . o © .
. .Pfg' Boa:d N . . . ’ \ . ‘ .
. D . ’ \! ‘ . 3 ¥ Fs
~ . - s . A '
. Hand tools (for electronic use) : ;
.. | SN - , . ‘)/;
Various chemicals and solvents ' .
[ ' . . ! R . L -
" . . . I =~ L I
. 'D.V.M. (O ’ : . . A . LI
; - R ) -
V.0.M. o | .
; : oo _ 7
. - . L 3 .
Junction tekter- ) ’ ' N
’ . . W _ .
Miscellaneous screwdrivers - ' 2 /
. . ..x N 4
a  Frequency generator . * - . % .
€ e CL ) - 3, .
Smecial purpose test set ) oLt ! ,
~Varick - . R
. ) -
Ramg generator® oscillatk .
ﬂ' .\\ T, . .
“Autcmatic data‘acquisition system : $
. ; o .
- . . _ .
N <Logi¢ or state, analyzers poot )

ed CKT chips,on boards*

. . . e .
. . . 8 . s . *
' . ‘Repair or modffication. forms” >
?” T g{‘ . - ) ‘.-' R
Y Volt/ohm meter ° N . . N
. a '. [y b ’ " » ¢ *
S, o . - ] ‘ .
© ¢ Milli-ohm meter S . : '
o L ) » ) . Y . k \)‘0
W . [ ] o . . l
e % : ) : Yo 4 ' :
- \ . . - -
L : ™ . 1_‘" , . - ~‘
; t) L R ‘
. b ‘_ ‘ ) « “ : i
= . ) . - ¢ ' - :



The following e&ergency and safet§ pfoceduresva . follawed:

~ Knowledge of high-voltage and electrical cﬁr£zzzﬁt\\\,'

) . - ¢
Treatment for electrical shock = ‘u> .
~ : . - T ) .

. . : )
* Knowledge of tolerance levels .of drive storage capacity,

L]

. . . -
P
oy . - {
«
. - a .'f‘ N
' * e
¢ R .‘x . -
\ o w
> - -
( e 17y .
‘ ! s. s
F *
] * .
.
. e \ L
! 4

o = - . - -144-
! l *
-
Hardwa& Equipment con't
Computers < ‘
Custom test stands . | . o
. . . * 1Y
_Distortion analyzer . / | | CoL
. : N . R . 4 - ] . ‘
Meters {current, voltage, resistance) s "
‘z L ‘ 3
! . £ . N - .
. .o . ‘e - - . ' 4 -
‘Supervisdry Responsibilities » . -
Tﬁe'EOIIQw;né supervisérdeuﬁies_are exercised:s v
. -- . . '." e. O ) - . .' )
‘Teach _correct use of test pacjages * . ‘
r Assist with trouble shooting problems o
) . R . L .
- - \ N “
Supe:visor'produation .
« ' k\ , ' “ ) * Y ) *
. Explain power supply «o new employees T
Check that department is running smoothly . )
(S ’ . . . .
: : ' ,‘ . . ‘ ' v 3 \ < "
safety and Emergency Procedyres SN



_There is an ob_ious need for .electronic technicians, however,

. -145- . B

Obseérvations

-

not enough stud ts age enterlng the courses that ere offered

Some educators -felt that thls was. due, in part, to ‘the fact that

employers have no minimum educational requ&rements. ‘There is not

éfvugh incentive to go to college when a person can be employed
dlrecffeﬂfrom high scheol. ©Of those who do 'start'college many
students are "picked up“ by .companies after,pne term starting at

a salary around $4 per hour.' L

.
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Reconmendation:

‘Objectives:

" appropriateness of .the camponents of the éxisting

FELECTRONIC TECHNICIAN

Tha¥ the data collected in the study be transmitted

to the Division of Engineering Technology and used

-

by that divisiorr to evaluate the adequacy‘énd

-
-

Electronic Technology ‘Associate in Scignce Degree

- . LN . . .s
Progrém as part of the program review process.

~

-To fulfill a training Sééd, as exptessed-by

Broward County employers and.&éliaated by the employees.
| S . | \ -
-To update current information cquncerping the range of

tasks performe;&_by\ drafters.
-To investigate recent-changes ig\the electronic technician

. -

field and ascertain any educational impacts.

- .

| -To gather any available information regarding future

, who wish to pursue a career for job.entry into the

-

trends in the indusfry.in Broward county, ..

-Persons with high school diplomas or the equivalent .

»

) S~
\' ] e ' - ‘
technical field. oo L ' '

-Persons working as electro-mechanical assemblers who
‘wiih'to upgqaée‘themseives.’ )
Vad . .
L ”~ l
- A 3
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Target Group: -Persons empléyed in electronics who wish to pursue the
{cont.) ' ” : . B
< . Bachelor of Science in Technology Degree at. upper-
- ' g ‘\\‘ . . - . - ‘ . : '
e o division.universiq;eés
. ’ \
.
. . o Assumptions: -Persons trained locally in conjunction with employers \>
| . . will remain in the local area for employment subsequent
3 E :
. . L & . ‘ _ ¢
N to completion of the pro§ram.’ ‘ . ‘ -
t . - - a2
-Industry has, 'or'will, review and adjust its salary
. levels to be competitive with those found in the northern N
o states. b ' ) : T :
: . - -
-I-‘ . ' : . t ' . /) - - llF
Recommended It is recommended that the task analysis results’'be
) Topics: KR ‘ ) ,
: used to evaluate the existing curriculum content of .
{ the courses currently comprising the ‘electrical engineering
£ - . ’a) R
i ~ , .
. . . and electronic technology programs.
. . . - A
¥ P ' o ~ .
pis$emination Results should be disseminated to the following
* of Results: . ‘ TR
} specific groups: Broward Industrial Board
' = & . South Flor;@g Manufacturers Association
Sputh FloridalCoordinating Councjl !
2 . - State of Florida Industries Task Force
o School Board of Broward County”
4 a \
«
. ol
. \
1] N - . ’ f) .
E | -
+ L4 . [ . )
* e '  J h
t ¢ * ‘ v ' - b “‘
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' HEAD NURSE RESULTS SUMMARY ’
8 o .
. g‘ N
g ) . .
Primary Obf%ctive of the. Position :
: _ - | | -
- 7 . . . N

[ A head ‘nurse is a registered nurse who is placed in charge of a

5 uni£ or_f@égf, ﬂe?ending on the organizationa} structure of th§
j hospitél...The positidn of héad nurse is found in private and pﬁblip;
’ .hospitals‘of yhich théré are islin Broward éounty as defined by the
‘American Eeérca; As;o;iat;on (ESES,«;QJQ). | ° .

The head nurse Is responsible to both staff and patients for:
‘ v 1, Planniné, organizing, directing[ evaluating g
and educating the nursing staff..

2, Assuring quality patient care on a 24-hour basis. -

. .
* |

‘Supervisory Responsibilities

Since the position of head nufse is primarily supervisory, a detailed

descripticn of the answer to this question will be give? in the “section

regarding the job description..

‘Minimum Education

: v ¢
: ~

An associate of science (A.S.) degree or pursing diploma {(as defined in

"Other") are the minimum education requirements.
* - ~ -

]

-~
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Entry Tests ' ‘ : . o "_ T

M x

Since the position of head nurse is usually filled from within the
hospital, testing is’ not normally required. Only 23 percent of the

sample interviewed administered any teéts, 'Following are some examples

of tests given by different hospitals: -
1. Nursing questionnaire (varied format)
2. Medical Administration Test

3. Pharmao;alogy Eéam

4. Critical Care Assessment Test - -

LY

Language Requiremehts

There are no foreign language requirements. . : .

Safety or Emergency Procedures

- . N

Head nurses (employees)“perceived that there-were safety or emergengy

‘

proceduges which had to be learned’prior to employment to a significantly

4
greater degree (33.3% more) than did their supervisors. The majority
of the supervisors (55.6%) saiq'that knowledge of the procedures was not

necesséry Nrior to employements The reason for that is due to the fact

that each hospital has its own policigs and procedures. o



*

- o \ - ) . . . . ,
. T . ! A

Presently the head nurse becomes familiar with assigned responsibilities .

I

_th;aqéh Qnéthg—jcb training.(O.J.T.). Following are;spme examples

. - . . ' ' : b
of safety and emergency grocedures‘hentioned;by different hospitals:

> s . ) ..
. . | ’ .
a) Movement of patients _ - ’
[ ’ ) /7?‘
Lo b) Coping with uncontrolled psychological behavior
¢c) Cardiac arrest prgcedures T s |

- { ————
. - r . .
s

-dY Emergency nursing care- . . .

| - o / ;

e) Disaster plan - ]

. Ty , v .

£) . Action in the event of fire - oo .

g) Bomb threat plan | < : - c 3
Lo h) 'Blue Alert'’ . )
. “ . - . ~ * ~ ) N . R
_ : 3 i)J“'Rainbow Alert® . L S
[ e ¢ o . [ . d . -

Hours Worked

+

E
*

Head nurses work an average of 40 hours per&week. \,

. ‘ (
'_ | .
' ‘ Entry‘Sgligy . - ’ Ly
, - . _ |
The avérage entry salary ranges bétween $205 and $285 with aq\aVeragé
»of $251 per week. - B L ? “*~ S .
. . S ..
“ 165,/
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Aruitoxt provided by Eic:

Maximum Sélgiy « .
o : . .

The maximum salary ranges from

salary of '$350.

4

Basis of Salary Determination

.,(
i

.
»
-

‘Salary increases on the Jjob.

4 :

Basis for Promotion

[
. .
. f
- “v [
. -

4

Salary is determined by: (1) education, (2) merit, apd (3)

. L
-
. . “a
- ]
- ‘7. : .
<151 - 3 . .
. “
*
- . -
- .
* LA ~
I
. .
* . . & .
- € l
‘ ~
- -
. -
* -
. ..
.
.
.

$2§6 to $396 with an average Weekly'

[ \ C - o~

’

axanm - ar PRV - N
. »
N ,
. . 4 K
~
L} L .
) . .
. *
iy -
v ¢
. -
A -~
* - € <« .
‘ »
. -
- ‘e » s
.t - *.

¢ Tl
YR 9

Both head nursgé.(emplcyeesf'ahd their sgpervisorsnreportéd that

-
s

pérformance e&aluatﬂbn.was the primary basis for pr

E) *

most common response, however, differed with super

L} * N

-

as most important and the employees ra{iggbffurther schooling”: '
. P A . ,

e ? . .
- “ > . i .
. SN . )
¢ ) A
. h B
s I
‘- B \ B -
o \ . [y - “.{.
~ - . -
K . a— ,' . .
L) \ .
: . 1<~
. £ -
-
. . -
. .

exPp ience..

-

visdrs rating "merit"”,

'

omotion., The Second:.
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. e .
. .Question: On.what basis is a peison promoted?
o )
. " !
‘ _ : . Supervisor's Employee's
- . Affirmative’ - Affirmative
' Basis for Promotion. , * ("Yes") Response ("Yes") Response
.‘ ,‘A- . )
Promotion on merit < 77.8% 33.3%
'u“ \ ¥ N ‘ v : \ .
| © Seniority - | o - -22.2 |
N ' " ' = ) « ] »
. . . ! Additional on-the-job . . '
S ‘  training . = . 0 ' 33.3 R
A " Purther oftside education 5.6 Co . 3g.g
. - ) ‘ “' . ' ‘ <
) o Performance evaluation 88.9 ' 44.4
v o .t w., Festing 7 o- -0 T e 458
"t Experience 44.4 38.9
{ Y ) ' __,. . -« ’ ' ‘ '
y . . . Commission . . Q . - 5.6 -
» . . .
‘ . Other | ®  s0.0 . -, 0 ,
. h o~ o
- ’ R ~
‘ - . , ) : ,
: The head nurse can be promoted, in order, to the position of nursing
T ii-'supervisor; assistant director of ‘nursind; director of nursing.
’ T Following is.afgeneréliied outline of ‘a hospital hieraéthy indicating
& - X ' : . S . } -
_? - . . . the line of promotion: oo ¢ ’
Nt - . . - A\ . . ) .
: ‘.’ A \ ST
- . . . - -
R R ’
- ( ‘“‘ e‘ 1 -" . (“
T
- » . . ‘- . , . /
) - A\" - + ’
- N - . _I_x%‘ .
. ) . -f.\ ‘ [N
) . & ’ ” ] -
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) E / - 153 - .
. .‘r~ N ' ‘
‘Q_\\’;‘ ‘ \ ) . .
T\‘\ -
Lo . ‘ | .
< ‘ . ‘,“',; VS
( . , -7 DIRECTOR OF NURSING
. A . /]\ . .
' e . Asst. Director of Nursing
v . S ’ - } =
Y N R ‘ /P N - .‘
: P —— | : ' BRI
’ | Director of . ¥ ol Supervisdr { IS
- Inservice Education | v . ' .

N 03 . N

A

s Inserv;ce

- 'supervision skills were extremely importanf for head nurses as demonsgrated ,

M Instructof
» a A_“ -
- - . ]
¢ : ) - - ° -
N “‘
[N . . t
¢ * "
* 1 ' ‘e
. ., -
‘e S ' ' N
. . ° -
< “r
1}
) [y .
1]
- - f {
- ‘ \ L]
. .. | -
r Y R - - < 'S -
+ L3 * . . 4 - a8 t
- General Skills e
N £
- - o, . .
. [y b S
. & Respondents report®d that:
4 ’ - &>
-
, .
in the following chart.
N <. - <
oL P
. . oy >
[ ) - » N
- T e e -
. a® . N
. ‘_\ . <. ¢
’ 4 - -
h [y
nﬂﬁﬁﬁﬂ §L . - “v.

N .

: . . N
' . 2 . -
. " ] -~

!’Head Nurse

—
a < . ~~ N -
B - . - .
.
L e }

~ -v

1ia;$oh
“with

‘. * * +« .| Asst. Head Nurse .
. ;

s * b . T 3 < . L, -
' - 'S " P - ] M ] - . .
> l‘charge Nurse} - Ceee
‘ . P N PR . r.&,’ » TR -
? L ) , : - : Y “

- ’ T C - ' /\ : * . . o 4
- Al . . o l » ) DR -

" e : —\\ Team Leader ' (g;;j‘ '
‘ '«‘ ‘ o ) /? ¢ ' .

R.N. -

- -
b * . -
[ ] -
] ®e
-
. . .
~.
- -
. ‘
. -~ ] -

{l)’#gﬁbal and peréonal relations and (2)
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..-ff- . . " ';Head,Nurse'Manégémeatfﬁ T e . -
LR , T ' .
T L . N\
° . Al « ¢ N ) o
e ‘ -..' ..}‘W. ’ /H * L - -
R ' . ) :
v * ,’”"é.f;v.'?:f,_'v R )'.'. _ . P . _ !
: o - R Ma9ﬁal s Mathematical . Reading ~Interpretation
- Response Supervisor Emplpyee Supervisor Employee Supervisor Employee  Supervisor ' Employee .
~ ) P . T ' o0 - o v PR Ce R
W . ] - S e - . )
. . : . L - LE e, g - ‘
| Extremely Important- .- O  5,6%. *-’ o . il.l@~\ © 5.6%  22.2% 38,9% . 22,2% 4
. e - B UL T | o
- Very Important - " . -16.7% - 5.6 11.1% - 5.6 _ 16.7 16.7 : 5.6 16.7 “.&
SO Y ) B r S

; . . AQ . . " . . - ‘:A‘, ‘ . \ . ) ) . o
oL T loportune ., 0 27l 1.1 33. 16.7 6.7 0 .. 5.6 0
N RS U5

< .
/
? . L.

Very Unimportant 5.6 -0 L, 0T T . 0~ oo

Unimportant o o 1.1 . 5.

7 . .

‘ B . L . , ‘ i L o , o o ‘ ’ . LR
S o Extremely Unimportant . 0 ' 5.6 (S S > R 0 : -0
o T T . ' o SRR
i ) : ) - . . . ‘
No Response 50.0 61.1 50.0 -+ ©66.7 50.0 61;} : e
: . | oo e .
* » . L - ‘ ".: :
. N . . k. - . T, C L ' > I
C ' v T LTV e P e T oA g PUoas gy
, v Q . . . - P ‘,v‘ . X . . . TN . '..‘.n‘ -
- R N . , N - % R . LR .‘ “ ) . ‘_w
N * - IRE L , vl 1“_ Tooa
g = ‘ P ;
1 * T 8 - .
- X - . “lp a . [}
> ‘ .
1] ¢ £ - Y
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- ‘ C . . S ”
. ] . i N * R 4
2. ﬁ o ' IS T ‘l . -
& | 4 ) s , . . v P 4 ~ a N N .
. ‘ ..' . - R , . ¥3
N N ' Skills S ~
\ e : . . r . . . RN . '-o T
a ] A - - Pal .
. , vl ' oy ' o
. ' o N Verbal , . written: | v Personal Relations Supervision /7
‘. ~ Response o : Supervisor Employee Supervisor 'Employee Supgrvisor Employee Supervisor~ Employee
' ) ' . . ' - “ . ® i H L M 3 . [ -
L . ‘ . ' _ ’ ¢ N \ . r .. ) i
Extremely Important . 50.0% 33.3% | ' 38.9% _R2.2% . $50.0% - 33.3% 44.4% . 33.3%
o o - ’ _ . ‘ SR T 3 -4 . ’ X oo
: ' . o : . ’ - :
Very Important - 0 o . 11.1r°.:.. 5.6 Y o & 0 Lo 0y 5.6 .
. * . ‘| R0 .f“‘. > : * ’ ! .: : : ! i
: . ' . P ‘J . » 1 a . . .
Important 0 0 0 L.ii 356 0 y 0 5.6 . . .0
. 1] e . T . ‘ wn
. . . . ) ‘.; . . . ‘: ‘ L e . wl
o Unimportant .0 0 0 ' 56 - - O < 0" 0 Y R
‘ <o T ' : - 4 v . o '

"

R Very ijimportant‘ , ¢ 5.6 ° . o' - -0 ’ ~ 0 . Y

= o Extremely Unimportant 0 ‘0 0 ‘0 P E ] N

-~ ¢ . . * .
. —- . . . * .o . \ .
No Response 50.0 61.1 50.0 | 61.1. '"$0.0 6657 . .~ 50.0 61.6
. - ! . 3 N - . N . £ . -
@ i : / . -
. . . ! L 4
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» P . . ,
* . “a ~
‘ Training Location, . ) .
' Most respondents prefqrred:lraining for head nurses to occur oh—site,]
. : s R
1 Interaction ‘ : o
]
% . Supervisors perceive that the head nurse intera with other individuals,
to'a significantly higher degrge than do the hea nurses themselves as
demonstrated below: , , .
. . . .
% ‘ Qi N ) '
: , e b
* o . ' [ ’ :
e Supervisor's Employeels
. _ . Affirmative. Af firmative
. Interaction ("Yes") Response ("Yes") Responge
- Lot .
No One ‘ ' 0 .0
. : & . ¢ -
2t ' Fellow Employees' - 94.4% Lo 55.6% )
. * - E 3 .
. Supervisors’ - 94.4 - 44, 4
] . . : ' ' . . -
' Customers (patients) o 9%4.4 3. .
Generdl Public | 94,4 44,4 B
. L Governemnt Officials ~+s ' 50.0 . T 22,2
. b .
\ . ’ ‘ .
QOther x 44.4 27.8 ‘
- . ~ i‘ . . o ‘
. 1 = ‘
' A " . . ¢
* .
A} * ¢ g
i: ' ’ '
3
y - -
. [ ;5 , : ~
. S B
& “s o _l.J‘) '
* i‘"‘
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E‘Navailable in Broward County in 1979:-

'Number of

. -*—_ . ' .
e o ) - 157 = .
> o y -
-
v
¢ . . ) - ‘ I
Forecast ' -
r » “ $ .

*

. Following is an indication of the number of head nurse positions

-

N

e )

: L}

‘Number of

i

| Hospital Beds Head Nurse Positions
Bennett Community , . - 204 .6
. ) - ./‘_ ' A - R ) ,
Broward General ' 626" . 25
Cotmunity Hospital of g
~South Broward - 282 20
Cypress Community 150 7
Doctors Hospital - 147 ( 10
) | . C
Florida Medical Center 400 * 14
| | | -
Hollywood Medical Center 334 tal L
S o ' .
Hollywood -Memorial 725, 24
Holy Cross . 597 18.
Imperial Point 155 8 ¥
Margate General® ° ' . 150 4
North Beach Medic§l'Center 153 - v 9
ﬁo;th Ridge General . 396 ' 6
' ' » .
Pembroke Pines General 301 6
Plantation General " 264 11 e
. ‘ a-
Ugiveristy Community 209 . g .
\
5093 T197

Total ?

Iy



Cand;dates for a Head Nurse Management Program wlthln a hospltal

would be the head nurses, assxstant head nurses, charge nuxses, kj.‘
especially~from the 3:00 - 11:00 a@ﬁ 11:60 -* 7 00 {night) shiftsﬂ"

' . . ' e )
and nurses aspiring to become head nurses. Persons with "head nurse

skills" are also employed by home health agencies and the Broward

/ . ‘l

County Heelth‘Department Caﬂﬂidates for head nurse quE_be.
llcensed reglstered nurses (R N.'s) havxng ccmpleted two ygars

of college. 1In Broward County it is,est;mated that -3,400 R N.'
: e

;are employed in 1979 The projected need is 290 aaaitignal R. N. s with"~

-
l40 due to expansion ahd 150 for replac.ment purposes. (SFES 1979)

~

" Observations - .
‘ . - . ) ‘ t
Iisted below are some of the obseryations made concerning the pos}tion

*

of‘heeg nurse: - . ' . R -
“k t'

1. It seems.épparent that the shortage &f R.N.'s in South

,Elptida has had a direct affect on the availability“of

H 4 .y

< .
potential head nurses. In.Brcﬁard County, B.C.C. is the only
ES . ‘:.‘1 LY '
two year training.institution, and restrictions on the
numbers of-students admitted tothe progtam prohibit the
« s , . Y : ]
‘number of graduates from increasing.
2. The twoéyear program is not designed to provide txaiéing‘in.

. -the areas of administration and/of supervision needed

by the head nurse. Presently additional training is

[ i

*®
l
‘-l
.



L]

-

available thrnughfin«service depaftments of hospi;alé. |
_ S T .

A nurse, who wishes to advance academically and bbtain .

. S
<§;degree, is;obliged-to‘go furthe:'no;fh or Qayn§igh
tuition fees at a private college. There isa%o?
public college in équth'Florida offering a‘foqf-year

< ' - [ . ‘ . i K

“«
nursing degree.

The opinion was expressed by nespondenté,that ﬁbst head
nurses in Broward County come from other parts of the

. e ’ : h“ *"' ’
country. o ) »

The opinion was exprésséd}?y respondants';hat less than ’

~

50 percent of all nurses in Broward County are graduates

of B.C.C., There appears to be some uncertainty among
. : . Fe ¢ )
medical administrators as to.what happens to nursing

students upon graduation-from B.C.C. . Folldw¥up étudigé

conducted, by B.C.C. indicate the following:

i 0

,(Note: The figures are not confined to Broward County)

Total Number of

Number Entering Percentage in

Year Graduates (R.N.'s) Workforce Worktorce-
* ' .
&
1976-77 86 62 TT72%
117 68 }58%

1977-78

1978-79

155

Not available

Not available
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Head Nurse Management . ‘ ‘ ' P : . 3
/ . : .« oo ] ' S s ; ‘ 3
' B oS T S I ) R U 1 Toe
' Extremely Very ° . ' Somsvhat = Somewhat © very Extremely
; k_Des i : ; = . .
Tas cription _ - ~”  1sportant - Inportant = Important  Unimportant Unimportant Unisportant  Mean
.o i ' . ' SN Co v
Make daily patient rounds ’ ‘ P 63.6% 18.28 ° 75 § -0 ‘ o .. . 9.1s 1.82
Assist in direct patient care. Y 18.2 . 18.2 45.5 0 9.1 T el 2.91
Evaluate pacient care . 72.7 27.3 : 0 o O - T o 1.27
[ . B ~ » . .
Assist in emergengy g§ituations ' 63.6 18.2 2. . 0 0. 9.1 | 1.82
Provide mental, moral and spiritua; cyra for ) ' C _ . ! o ol -
‘the patients ’ ’ X 54.5 18.2 27.3 0 o 0 1.73
‘Motivate staff . 90.9 * 9.1 ) 0 0 0 0 ' 1.09°
] . : N N . ! .
Counsel employees 63.6 6.4 : 0 0 . 0 . - 0 1.36
Act as a resource to the nursing staff s 63.6 . 27.3 ‘ §.1 0 0 0 1.45
Seek out and accept’ suggestions, fxom the staff - 45.5 4.5 0 0 , 0 o 1.55
Hold conferenced with the staff . 27.3 63.6 9.1 0 0 0 1.82
Encourage staff to participate in on-godng ‘ - ' - ) :
educatlion programs : 45.5. 45.5 9.1 0 0 .0 ‘ 1.64
. s ) ) ) . Tt . “ . -
N . ' . *

- 09T -
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Head Nurse Management cont'd : ) '
“. - ' ‘ .
, _ ' . , o (1) _ 2y - {3 {4) (5 ' 6)
, ' . Extremely - . Very Somewhat  Somewhat Very Extremely i
- Important Important Important Unimportant = Unisgoxtant Unimportant Mean
t 1dentify employee needs for continuing . ’ . ' ‘ ' - ! i . @ -
;educatian ¢ | o 18,21 72.7 " 9.1 ‘ S o} S < 1.91"
Develop new educational prograds ' 9.1 " 54.5 18.2 : 9.1 0 0 2.09
) 2 £ . » . : ' .
Instruct staff on location and’ usage of ‘ ' 45.5 - _ 45.5 o 0 o . 9.1 1.91
emergency equipment . Lt . .
Check équipment - _ ' ; 45.5 © o 27.3 9.1 9.1 o 9.1 2.18
Supetvise regular maintenance of egquipment ; 27.3. 36.4 ' 27.3 0 0 9.1 2.3 '
. \ . ®
Recommend, ruview and justify the acquisition ‘ : : ) , o
of new equipment : 36.4 ¢ 36,4 P 9.1 9.1 - 4] 9.1 2.27 ™
” 1 ot
Order supplies and equipment ‘ 27.3 36.4 27.3 . 0 o 9.1 2,36
Coordinate nursing survtxces uith other ¥rvicm ' ~ N . ' .
in the hospital . 72.7 27.3 ) D > 1.27
Coordinate with the medical staff ; L 819 18,2 0 o . o o 1.18 ]
Coordinate with community agencles ] ':?- 27.3 .36.4 ©27.3 8.1 [ 2.18 /
coperate with the school of nursing in mecing " v . L . . .
the needs of student education 22.2 - 44.4 : 11.1 o 22.2 0 2.56
) . _
Design and implement a staffing schedule for the unit ° 81.8 @ 9.1 4] 0 . 0 9.1 1.55
~ 3
. s : .
# N » . v : * r)
Q: : . SRR
.L o \) . . ) . . 1 . . 2 N ) [ & )
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Head Nurse Managément cont'd. °

i ' »

Assist in establishing and maintaining a .
budget

Assign duties and respdnsibilities with the unit
Be responsible for time cards

1

Complete all necessary daily reports .
8e :esgonéible for any necessary disciplinary action ,
Jerminate employees when necesaPry
Interpret hospital policies ,
Suppert and implément hospital policies

Schedule own hpurs — work different shifts when
needed.

Investigate all ipcidents involving ‘patients,
vidiotrs and employues )

. 5

Serve on committees . .

‘Attend meetings ﬁlled by the Nursing DiTectox

. R -
4
2 fui ‘ .
. - ¢
[ AR ‘
! N . «
y -
oS
-~ ﬂ . .
.
. —
. .
-
¢ o ) -
- " 1~ r‘ -
* )

&
- L] ‘ . 4.
» . ‘t, n f . .y . . l. ..
| Y : Y
- ‘ § e e .
&.(f.' ‘ "h * > *
-a , . N
.\ .
o Do )
(1) @ 3 (4) ' - {S) _ (6)
thx:emely‘- Very Somewhat . Somevhat Very . Extremely ,
Important *_Important Important . Unimportant Unizportant - ugipo rtant  Mesan
b . » ©D : . A .
20.0 40.0 20.0 ) _ 20.0 2.80
54.5 36. 41 . 9. o. ’ 0 1.55
20.0 40.0 0. . 10.0 0 ' 30.0 3:20
.27.3, 45.5 L, 18,2 ¢ 9. %0 o 2.09
63.6 36.4 0 .0 ) .. 0 1.36
20.0 30.0 30.0 o 0 o 20.0 2.90
45.5 ~.54.5 ( 0 .0 o . 0 1.55
54.5 45.5 ¢ 0 0 0 0 1.45
P T .
50.0 3.0 20.0 o - [} .0 1.70
T : ‘g'r . ‘
72.7 18,2 9.1 ' 0 o ] 1.36
18.2 ¥ 18.2 54.5 9.1 ™o . o 2.55
. ~ o . .
63.6 27.3 9.1 0 . S 18T
° * f *
. -
. Y . : . .
F . ) >
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' Head Nurge Managementf-cont'd. - ? - . - oo v
T ) A . AR - .y N

. . . . <« . ~ A . \l) .t . v

) L ) - “ . ' -

. ) ' e . _ R . -M'iy
v ) ' ] * ‘ o L . , ' Important
. IS : . N ' .
Voo . L & ¢ Fa
< ‘ A ! ' N
. Refer situations beyond cuntz% to supervisor 63.6.
.. Ordent non—professiorial ' 36.4' +
Train non-professional ' 27.3 i
: Superﬂ@_namprofessionai personnel 54.5
e Evaluate non-—:frbfessional pexsonnel’ ya N 4.5
Attend workshops and classes 1822
. ) -
Participate in professional organjzations & ’ 36.4
Puruse independent study 36.4 -
1
s &
= 1
. . '
- I
- *
20
L ' .
ERIC '
. ! . -

»(2) o

|

'’ Very .

Sowewhat

i
N r‘- B
Py
-
A}
0
[
.
.
‘:
»
-
.
~
f
Ve
L] 1
>
.
.

3y

~

{4)

Very

Ll

.
.
- .
“ o«
#
-
.-
\ .
-Mean -

‘.. Ymportant

R

Te

27.3
9.1
18.2
27.3
27.3 .
63.6
18.2
36.4

13

9.1
45.5

'36.4

18.2
8.2
18.2
27.3
27.3

r

Y

o o0 0 o0 o o o0 0

.

Important” Unimportant Unimportant

c'o-o0 o ©

1.36
2,27

2.64
1.64
1.64
2.00
- 2.27
1.91

- £97 -
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.* Head Nurse Management

TasX Description ' . .
Make daily patieat rounds -~ .
. Assist in direqgt.patient cars

Evaluate patient care
‘Assist in emergency situations

Provide mental, moral and spiritual care for
the patients

Motivate staff Co.

Counsel employees - ”l . »
Act as a resoutce to the nuxsing staff

Seek out and accept sugges;ions from the staff
Hold confercnces with the staff

Encouraye staff to participate in cn~going
edugation proyrams i

. Identify employee needs for ¢ontinuing education
Develop new edueational programs

Instruct staff on location and usage of
‘. emergency equipment -

Check eguipment °
Suparvise regular mainhenancg;of equipment

9.1

e ‘\. Y - ,..-
R ‘ ", .
» » 2 .o
4 -
« ! . - - .-
-~ * - * *
. . . . ‘;_';.S . - ¥ .
' ¢ * - :. - 0
] ‘ . ’ L] . ’ ¥ * » ’
- 2
- 3 v ’ P . *
,.'\ .)' \ . .
. - .' - LI
. ¢ 4 - a
. ) . -« . ‘- 3 . 1 !‘{
. N . \ ) ¢ * . .
- . ...' - ™ .
t b \ | a I} ,t' :
. . e t L 4
. - 3 ". YL .
l ) - . N ‘ ‘ ) . N ‘... - .‘ , ~
Mmoo (2 S O 8 - L e)
. . - - ] ) - mmnw ‘.‘
Continuously:  Regularly  Occasionally  Seldom Situation Only Never = Mean
) = >
18.2% 63.6% 0 9,13 ) 9.1% 2.36
9.1 27.3 36,48 9.1 ‘9.1¢, 9.1 3.09
81.8 18,2 0 0 0°° o 118
27.3 18,2 27.3 9.1 9.1 9.1 2 82-
36.4, 18.2 45.5 0, Q 0 2.09
'63.6 36.4 - o . 0 0 0 1.36
54.5 18.2 27.3 0 o) o S 1.73
63.6 1902 18.2 0 0 0 1.33\\
27.3 72.7 o 0 0 0 1.73
o 90.9 9.1 0 o 0- 2,69
‘ &
45.5 45,5 0 3,1 ) 0 1.73
9,1 63.6 27.3 0 0 2.18
9 27.3 36.4 2.73 0 9.1 3.27
27.3 54,5 9,1 . 0 0 . 9.1 ‘2.18
. 1}
18.2 45.5 18.2 9.1 9,1 2.55
54.5 18.2 9.1 9.1 2.64

Tl 4 S

20
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Head Nurse Management cont'd @ : .
. Continuously
' ]
. Recommdnd, review and justify the roo AT
cquisitian of new equipment : 9,.1s
Order supplies and eguipment 27.3°
Coordinate nursing services with other services
. in the hospital - : p 63.6
Coordinate with the medical stagf 4.7
Coordinate with community agencies 8.2
Cdoperate with the school of nursing in :
meetinq the needs of student educat&on "0
Design and implement a staffing schedule for the
ul)it -~ AA 54.5
‘Assist in establishing and maintaﬁning a budget 10.0
Assign duties and responsibilitjes with the unit.  72.7
Be responsible for time cards ' 20.0
Complete all necessary daily reports 36.4
: =~
Be responsible for any neCessary disciplipary _
action . 613.6
Terminate employees‘when necessaxy 20.0 .
Intgrpret hospital policies 54.5
N
Support and rlement Hospital policies * 81.8

36.4
18.2
45.5

33.3

<7.3
40.0
18.2
20.0

45.5

36.4

27.3
9.1

18.2%
18.2

9.1

-36.4

33

30.0
9.1

10!0 '

18.2

‘30.0

18.2
9!1

Seldom’ Situation Only Never Maan
- ¥ -
L] s . . .
18.28 0 . 9.v . 2.82
0 .0 9.1 . '2.27
! ®
0 1.36
0 1.36
0 2,18
v ol . . '
11.1 o .Y 22,2 . 3.8
9.1 0 9.1 2.00
0 .0 20.0  3.00
0 0 o 1.36 ,
10.0 o 1.7 40.0 3370
o 0 0 1.82
0 0 o . 1.36
30.0 0 ) 20.0 3.50
0 0 0 1.64
L} o~
0 ) 0 1.27
. 20y
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Head Nurse Management cont'd’

h ]

Schedule own hours ~ work difterent
shifts when needed

Investigate all incidents involving petienﬁs,

visitors and employees - N
Serve on committees ' ¢

Attend meetings called by the Nuxsing Director

Refer situations beyond control to supervisor

Orient non-proféssional g’rsonnel

Train non-professional personnel

. Supervise non-professional personnel

fvaluate non-professional personnel j

Attend workshops and classes

participate in professional organizations

pursue independent study

Ny ’ P = K
{J,jf e @ 9 ivyi : '
. . . ‘ ‘ ; ’ L
El e ‘ ‘ 'f
.\ ‘a - * . A
) k ,
S . 4 - . \‘ ‘
o ¥ “ "
] . i
* . , ’ - ) .
il.{‘ ' ' . o ~
~ + ’ . Y -
e . A 4 ot Co . -
; .- . ’
T > ‘ b . "L . l‘
. e - - /£
- .
’, [ - - * . - -
. » N ’t . ¢ .
. LI ] R . .
. , . B R . .
, M e @ 3 - (@) ', ) . 6) -
. 'y r * . ]
L o _ - o # Energnncy . e
Continuowsly  -Regrlarly Qccasionally Seldan gituatian‘cnlx_ Naver Mean
’ ::1 - r ) )
30.0% 30.0% 30.0% 10.08 0 0 2.20
. o . ( .
~54.5. 18.2 T 18.2 9.1 0 0 1.82
8.1 36.4 54, §‘\\\ 0 0 0y 2.45
36.4 54.5 0 0 o ©  1.73
54.5. ‘18.2 L 27.3 0 0 KE 1.73
18.2 18.2 54.5 9.1 0 ‘0 ©2.55
18.2 9.1 ~ 54,5 9.1 0 » 9.1v  2.91
45.5 . 27.3 ‘ 27.3 T 0 0 0 1.82
45.5 27.3 S 27.3° 0 = o, 0. 1.82
9.1 45.5 145.5 o 0 0 2.36
e . ¥ -
9.1 27.3 27.3 18.2 0 18.2 3.27,
36.4 9.1 54.5 . ] 0 0 2.18
4 - " . -‘
- o
FI\

~991- -



1.09
1.18

1.27 ’

1.36

1.55

1.64

Codnsel employees

o . . : - \‘ # ' '
. ' : 167 - ) 4 i ) " ; .
‘- N ‘ - . '}
. ? ) i .
[} o
. . .o v A |
; ‘ ‘ & i
Je HEAD NURSE
.f ¢ ‘ -
. o N . - . * ;
Importance q{ Tasks by Mean Ranks : o C.
.-H | . / . ‘ ﬁ_ . E » ' _\‘- ' ) “c ‘
- . ll. N - -
. . ) . . . - b ;
Mean Rank . Task Description y ‘ .- . oL '
' - - s ' ' :
Extremely ‘Important: B S . / .

5 - . : -~
P . . . .

R T «
Mc;%yate staff
Cpordinate communications with the medical staff

Evaluate pafiéht care

y

'Co-oxdinate nursing services with other services in the hospital

PO

- ‘ 2

Investigate any incidents involving patients, visitors, and

employees . L . L

Refer situations beyond control to thervisor

&

¢

Be responsible for any _necessary disciplinary action
. , - o
Act as a resource to the nursing staff

X

Attend meetings called by Nursing Director‘ | ‘ .
Sugport agd impiement hospital policies

Design~§nd implement a stéffing schedule for the hhit
Assign duties and responsibilities within the unit

Seek cut and accept 'suggestions from the staffJ

Interpret ﬁosﬁital poiicies |

Supervise non—érofessiqnal personnel‘

Evaluate nonrprofessional personnel
PR .

Encourage staff to participate in on-going education programs

o1t

~
)
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] N .
Mean Rank \'rask Description ) 7 y .
. e ‘ ‘ﬁ ! N . . . .
Extremely Important: o : .
) . \ - .‘ - .
‘ > ! - .
l 70 \\\ s:hedule own” hours - werk dlfferent sh1fts~when needed ,
. . AN : | |
1.73 R Prov;de mental, moral and splrltual care for the patlents »
\ 1.82 Make daily patient rounds - . | S
' L - o |
.o Assxst 1n-emergency situations
£ Hold conferences w1th the staff .
1,91 Instruct staff on\locatlon and usage of emergency equlpment
s ‘
- Pursue independent study _ > . _
. X
’ Identify employee needs for continuing education
' Very Important: ' ' ‘ ' .
,'2.00 Attend workshops and classes .
2.09 Ccmgleté all necessary dai%y reports .- ’
. Develop new educational programs
2.18 Check equipment =
’ Coordinate with community agencies
2,27 Recommend, review, and,justify the acquisition of new equipment
“ P{ieicipate in professionalKgifanizations : ¢
Orient non—prefessionai personne%
2.36 _Supervise regular main{enance of equipment
_ Order ‘supplies and equipment . .
2.55 Serve on committees
2.56 Cooperate with the school of nursing in meeting the needs of ’
& .
'
student education '
) ] .

&S
F el



Y Y

2.80
2:90

2.91

. . r
~ “Assist iﬁfﬂ{ﬁ;at patient care -

R RS .
‘ < o
. ‘ . . . . « . )
K . ~169 Lk .
v t . . & u‘.
~ . + ot '
a g ’
- ¢ ‘ .. 1 ’ ) - é
- Mean Rank Task, Description ~ - /ﬁ _
- . - L
_ Very Important - Lo "_W_ '
¢ .o T ’ ., ¢ . C S
2.64 Train non-professional personnel : (- »

S . N -

"'Assist-i%,estahliéhing and maintaining a budget

-

Terminate employees when necessary

*
Ll
&
) .
] -/
.
. .
- ]‘
.\
£ N
}
' I N
R
[
- ¢ 3
*
A -
° .
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‘ HEAD.NﬁRSE,‘ Ay “ﬁ .
. : y . EEN s
Y C . ' . !‘x\} * g \ . 3
¢ * Frequency of Tasks by'Mean Ranks'q‘ \. .
. . . . " . . . . - . \Y\ S ?
¢ l ‘ . : .o v n:i. v
. :Mean Rank Task Description . _‘ o o ‘_§i e Nt :
Continuously: N ' | - _ - o
1:18 . Evaluate patieat cere ;
1.27 Support and implement hospital policies 7,
1.36 " Coordinate with the medical staff v
Assign duties and requpsibilities with the-unit .
Coorxrdinate nursirig $er§ices with other services in the hospital
. ‘ K ‘ : o ' 3
. .Bé,gg%pensible for any necessary disciplinary action’ :
1.55 ‘Act as a resource to the nursing staff JRNE S ¥

Interpret hospital policies

3 L]

Counsal emplpyées

Refer situations beyond contxol to supervisor s

Encourage staff to participate in on-going education programs

-

Attend meetings called by Jursing Director

Seek out and accept suggestions from the staff
Investigate all incidents involving patients, visitors, and
employees ;

Supervise non-professional personnel

Evaluate non-professional personnel _ - . '

.

. Complete all necessary daily reports

.

L

. Reqularly: R
o o ' / .
Design -and implement a staffing sthedule for the unit

<.

RN [
-, |
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Mean Task'nescr;gﬁion , ¢ . ) ‘ﬁ\Q : L il
® . =N . p L3 *
" 4l “ . - * - . — ) N
Regqularly: “* = ‘. P T ST e -, | .-
: - o . “ - T R ¥
%A X i -t S = g
- . Nt - . * N L A - . .
NP b “ o rot R A A A - e
- 72,09 . Assist xn emergency sitnatlons " AL L .
, P S . . -
con vy . ) ¢ ) ¥
. « Hold conferences w1th the staff r " -
' N
2.18 Pursue independent study?? L
-“:'. . ) M ’ . < .y
. Iﬁstruct stfaff on locatlon and uaage of emergency equlpment
L \;; Sh o q.‘.‘< .
. Coordlnete wlth community agencies ) A . im
* - W . - )
! &Identlfy empleyee needs for eontlnulng educatlon ‘. ~y
2.20° . Schedule own bours -- wbrk different shifts when needed ?
’ . * “ 4 Db B .. -
2.27 Order ‘supplies and equipment- A - ’
2.36 Make daily patient founds _ - =V . o
S T : A TS AR .
. Attqnd workshops and claséeew o '
- ' v (“x' . .f ‘ e ) . » . :
2.45 Serve on committees ) - . >? i
S ' . g ) o
2.55 Check equipment o : 2 «
Orient noh-professienal personhel -
2.64 Supervise regular‘ma;ﬂtenance of eéﬁipment . \";
2.82 Recommend, review, and 1ustlfy the achLSltlQn of new equipment
T : ) ‘ £
, 2.91 Train non-professional personnel - . L.
. . - L N .
o .. : ; -0 NEV)
; N -
- +
’ . ' ) ?
L X
- ¥ ‘ .
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Head :Nurse

+
. .
B . \ « L.
.

o - Addltlonal Job Tasks- ,-' o ‘ T . .

oo The folleWxng tasks were lxsted by respondents as important in:

addition to, these expressed in the task analysxs-

‘ N’s&
Py

- _'Maintain open’ lines of cammunleatlon wzth management

9.
n

R ‘ ' ) .Q B .
. Coord1nate=w1tﬂauoctors'and thelr orders

- . -

lgdr T Ple up o:ders left by the dcctors B . .

-~

Hand in dally reports to the nursing folce

- : .Be-responsible for medical and surglcal supplles used in = -
R . assigned areas :

S : : _ Be responsible for the management of charge.perSOnnei assigned
' to shifts when the head nurse is off duty

Be aveilablenﬁé"Iisten to employees .

4
e o Make out assignment for staff

u -~

Maintain weekly payroll sheets -

. Evaluate each employee eq each shift
’ | ' l ’ «A . .
The following add}tional tasks were mentioned by home health agency
persotinel: 3

: g
» . ! * : '

Supervisioh of 'agency personnel

C;:eate policies‘.'for thé‘.agency

. . Send cerrespondence to the public o
‘ Liaison with government agé;cies '

- Assist with budget plapning

Hiring and firing of staff.




- ] ‘ .t "'1.73 - : ) 2

. ]
. ¢ «
- - > .

In addition to the above, head nurses, who were interviewed,

made';heAfollowing'bbsefvgtions:

L] »
.

1. In the majority of7hospitélsf the development of

. .. new,educational programs is the responsibility 'of -
. . N l

»

v the in~service'depar£ment. _However, the head nurse
‘can make suggestions to the inservice coordinator.

. (The job de$cription stated that head nurses wére

9

- ,responsibig for developiné new tourses.)
\\7 2. Termination. of siaff is usually the responsibility of

the'Director or Assistant Director of Nursing. The

L ]
[}

e ‘ head nurse, however, 'can make any suggestions

necessary. In a few cases, the head nurse did

, | .
< ’ actually have the power to terminate subordinates.

.
“.

& t

v . - . . s LN

Equipment Utilization
. :;:«f'

-
%

The head nurse must havefﬁnowledge of utilization of the following

equipment: > )

. o . ,Patient care equipment
Nursing service® manuals -
"

Medical supplies

Patients' charts ~ .

-

] Reference books

‘Manager's manual

7



Safety and Emergenéy Procedurgs -
’ '-Q . ‘

+

a -

~ LY

;.The fol;owing,safety and em¢rgency érocedures-must be learned by the

head nurse:
. A f

1. Emergency nursing care

2. ° Recognition of 0.S.H.A. reguldtions

. , . ¢’
‘ - 3. §nowledge of codes and appropriate acdtion: e
.~. Pl N . . \~‘
) Code Red = Fire ' .
Code Blue = Cardiac arrest )
' ».r‘ . 4 * . .
. Cade\giinbow = Phychological imbalance =
-Q( . '.‘ l )i.
< » ) ‘
[
s “ ]
'/, o
- -~ - ,pﬂ
. ?
l L}
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Recommendation:

\

»

Objectives in
Implementing the
Recommendations:

 operatiion with the relevant campus nursing -

Target Group:

1 ~-175 -

| a

-Supplementary courses for head nurse management

should be implemented as part of conrtinuing
education available to nurses at B.C.C.
1 - = . _

-An g?viscry board, consistlng of nursing admin-

istrators, should be established to work in ‘co-
departyient personnel so that the program could

be developed and evaluated on a regular basis.

>

~To fulfull a training need as expressed by the
employers of head nurses in Broward County
-To encourage standard, quality occupation

education for head nurses.

-

Y

-Candidates for the program would include the «

following: head nurses; assistant head nurses;

charge nurses allocated to an évening shiXt; any

nurse who has been allccated supervisor

responsibilities; any nurse aspiring to becone a

L}

head nurse at some later date.

K

Y
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Assumptions: ¢ It is assumed that candidates for the course would ‘1'

.

R
have satisfied the following requirements:

. - l.. Expertise in the sPecified clinical area.
2. Experthe in the melementatlon of the following
tasksY '
J ’ - .
. a) Initiation of intravenous solutions
b) 1Initiation of blood transfusions using
saline as the primary infusor ~
. - c) Initiation of intravenous solutlops uélng
. : . - medicut or angiocath :
7 d) Administration of I.V. push medications
e) Administration of Heparin via Heparin-lock
f) Suction endotracheally with or without an
endotracheal lock
g) Insertion of levine tubéds
h) Addition of medications to intravenous
* . solutions for intravenocus therapy
i) Defibrillation of patients . . ot

, A . 3. If not already known the following skills should
* - be acquired:

a) Chemotherapeutics ' 3
b) Hyperalimentation ’ .

\ _ c) Major dressing ghanges :

. ©d) Chest tubes o

4. Minimum experience of 2 years as a general duty
staff nurse.

5, Mental and Physical capability.

6. Capable of emotional control in hlghly
stressful situations.

7. Must have passedrany.necessary.pre—emplbyment
. physica\ examination. ’ ’

——

F &

N L
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for inclusion in Head Nurse Management education courses:

‘ Management'Skills: 1.

. ‘ | -

w (S
L] 4.

Administration: - 1.

Recommended Course Topics'

Staff: ' 1.

From(thé information collected the following topid$ are recommended

4

assedtiveness Training
SRS :

Counseling'techﬁiques
Coping Qith stress
Instruqﬁfonal}technigues
Public speaking |

Staff motivation

Staffing sthedule - a) assigning duties
' b) designing a schedule’

B c) implemgnting e
' schedule '

d) personal time heduling .

staff orientatioh

?

Incident investigation involving staff

Staff evaluation - a) assessing staff
performance
b) personal time scheduldng

-

legal -aspects of health care

Understanding, interpreting, and implementing
‘hospital poligy )

-

Writing and“reportinq skills for daily reports

0o
3
r~—
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Administration: 4. Budget: a) ,preparatiocn

(cont.) : b) maintenance oy
! % . 5. Equipment: a) assessing needs
+ . b) inventory taking
, A . c) maintenance .
: d) ordering. ‘ ' .

. 6. Patient recotds - preparation and maintenance

L3
.

’ . > .- 7. Inventory taking for:
. . A :

K : . ) a) equipment
' b) medications

¢) solutions

d) supplies

‘8. Coordination with the school of nursing: .
a) assessing the needs for new
. programs :
-~ b) making recommendations to the
. " school of nursing
9. Cooidination with other hospital agencies

10. Coordination with various community agencies

1i. Participation in committees
A

. 12. Participation in professimnal organizations )
»
Patient; . 1. Direct patient_ care .
. )
' -~

2. Patient counseling
3. Emergency situations

4. Medical responsibilities




Correlations Between  Supervisor aﬁ&_Emgi oyee Responses

‘ ‘ . \%\\“ ‘

-

: _ _ % _\
The Pearson product—mement correlation. ¢Qeffic1ent (r) was utilized
to determine if there were significant cerrelations between what
supervisors said and what employees said. ' Within each occupational
‘area, the following significant cerrelations existed between the

responses of the supervisors and the responses of the employees* .
e {see Appendix I). o ‘ \\-1 ~
Computer Programmer . LI o
] . 4\ o ’\

Positive correlation of importance of interpretation skills

? A

Head Nurse _ ' : SN

Positive correlation of the extent of employee interaction with customers.
(patients) and general public and cof the importance of personal

relation skills and supervision skills.

.
- LT T

Drafting ‘ | 7 B

Negativé correlation in terms of extent of interaction with fellow
employees and whether employee has supervisory responsibilities

Positive correlation of the extent of interaction.with customers axgd ths
basis for promotion: performance evaluation.

. e

¥

Electronic Technician

yegative correlation of extent Bf‘interaction with fellow employees.

i

Positive gorrelation of extent of interaction with customers .and
importance of personal relation skills

Construgtion Secretary

Positive correlation of the extent of employee interaction with customers
and importance of reading skills.

»

-

o Insurance Secretary

., Positive correlation of the importance of verbal, persenal relations,
and supervision skills. -

: Q23




'PROJECT CONCLUSIONS, RECOMMENDATIONS AND IMPACT

_ .
Data obtained in the study enabled the director to make the
following conclusions: '
1. The occupational areas which were defined by employers .

: . | ‘
as most in need of additional occupational education

_were the following: ¢
- . \‘ ’ ' N
L : Auto Mechanic ; Licensed Practlcal Nurse {(LPN)
' ' Auto Sales , _ : Loan Processing Clerk .

Bookkeeper Management/Supervisor

- Business Data Processing Medical ILab Technician
Carpenter . ( ¢ Metal Working Machinist
Chef ' Registered Nurse (RN)

* . Electrical Engineer : .. Retail Sales N

Electro-Mechanical Assembler Savings Counselor
Electronic Technician Secretary~Banks, 'Health,
 Engineering Drafting . Trucking, Autec Dealers
Heavy Equipment QOperatdr ‘Insurance Constructicn
Home Health Aide ‘ "~ _  Short-Order Cook
Insurance Agent/Broker * . Teller
Those which were ldentlfleé as appropriate to post~secondary :
jevel education were investigated in the project: .
a) Computer programmer in business data processing

b) Head nurse -
c) Drafting
d) Electronic technician
e) Construction secretary
f) Insurance-secretary

‘ ! ’ S
1 N 2? i Y
. b |
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2. Job entry level competencies were identified for each

e opcupationai area in terms.of importance and frequency

‘as reported by supervisors and validated by employees
* . ’ ' '

- functioning in the position being'inVeétigated. They
were rank-orderéd and appear in the results sgction,of’

this study.

3. Curriculum development in the form of degree p;géhams,
workshcps, or supplemental programs and/or curriculum
evgluation were recommended for each occupational area.

. . The specific recommendations for each area were included

in Chapter IIT.

Based upon the results ‘and ¢onclusions of the study, the follow-

ing recommendations were made:

1. That ;he‘DirectJr of Institutional Research and Systems
Planning disseminate the results télthe BCC President's .
, . '_ Cabinetvmehbers and aﬁademic deans and estab;ish the model for
curriculum developmeht and evaluation;
2. 2hat thé academic dgaﬁs determine.;he mest apprepriate way
- | to dissemiﬁate the data té the respective departments and
establish responsiﬁility within each for the uéilization
and implementation of the results; and
- 3. That the& Director disseminate appropriate findings to the

; : Public School Board, Broward Industrial Board, Chamber of

. o Commerce, Urban League, and employers and ta®e any appro-

)
& ‘
R . .
o

priate action to establish active liaison with communiﬁy

groups concerning implementation of findings.

> 14
-
.

iy
&4?;)

L
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*

. : " Results of the study have identif§?§ major areas of concern
_ R o ' .
“in six specified occupational areas, however, the greatest impact

of the-study is the tesult of pilot-testing a system for both
] . . - .

| developing and evaluating curricula. The model, which can be derived

from the study, brings emphasis to the needs of employers and couples’

them with the avadlable instructional expertise to fulfill those needs.
Superviéorguand‘personngl directcré_can be used to identify skill.

reéuirements necessary for obtaininé the employ&gnt, while employees

¢ in the .actual position are uéed to validate the skills necessary

o . -

to perform satisfactorily on the jobu
’ The study has again verified the need to communicate with

R .
employers concerning their needs as consumers of the educational
. . . : : . N

. ¥ . .
product: the graduate. The educational system can no longer afford

Y

to develep curriéuia.&ithout the active pargicipation of employers --
. beyond the inputs nérmally found with adwisory committees. Only as
ﬁhe.director Jf the study (Broward Community College's Director of
Institutiﬁnal Reseaxch and Systems szhning) contihpes to work with
the College personnel,'BIB, Chamber of Commerce, Urban ;eague, Public
school Boara-and other interested‘parties toward implementation of a’

curriculum development model will the true’potential impact of this

study be realised.
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Curriculum Design for New Occupational Training
¢ :
o  Broward Community College, with the assistance of BETA,and many other

cooperating educational agencies .in Broward Count&, would like to work
with the business community to design and implement training programs
to meet the needs of the County's major employers. In order to
determine the highest need priorities inh the occupatiocnal category of
Manufacturing, we need the employers' input once again. Please help
us by answering the following questions. » P

1) Listed below are the job titles which manufacturing employers
predict will be the highest demand occupations in the next 2-
¥ years. Please rank these titles in order of highest prior-

ity, number 1 being the most .needed position, number 2, next
highest, etc.. o

. ﬁlectxg-mechanical Assemblers
.T ' | : théagers
"Machinists ° _ ' . . ~
Eléctronic Teéhnicians
Computer Personnel
Tool & Die nakers
_ Foremen/Su?ervisor§ > a
S Software Design

Production Workers

———————————n
- +

Managers

.
‘ . 'y

2}, Are there any job titlés not included in item number 1 which you
feel will be in great demand in Broward County in the next 2-5
years? If so, please list the names of the positions.

. . .
é’ ' 13
.
. . .

l‘-\.
~ 1
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- 3) ‘We would like to have representatives from the business co 1ty
) assist us in designing training programs to fulfill the needs of
\ Broward County. If you would like to be a member of our Educational

Advisory Panel, please list your name and your compa§¥'s name, = -
. address and phone number below so© that we may contact you later.

F) ‘ A}

L]
¥

Thank: you very much for your cooperation. If you have ény guestions,
. - please feel free to call me at: 467-6700, extension 232.
. ) <N ‘ .

- ‘ N EY
e .

' .Mantha Vlahos Mehallis, Ph. D.
Director of Institutional Research
. A ' 2 and Systems Planning

/ Please return no later than Nov. 27, 1978

fom
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@ ‘broward community college

} .

* administrative offices e
225 east las olagboulevard
- fort lauderdale, florida 33301

Al ‘ .
December 29, 1978 « " S
- 3
S : ‘ (
“}gflé
Dear '

‘e

The BroWard Community College team currently researching "Curriculum’ Develop«
ment for New Occupational Tralnlng" wishes to thank you for volunteering as

a member of owr adv1sory_panel. At this stage of our project, your contri- .
bution will be most influential in the role of a field advisor. We plan to
implement a task analxsls designed to give a complete description of the
positions befng studied. - To ensure the validity of our research we first
plan to pilot test the §9a1y51s instrument., '

We would appreciate utilizing about half-an-hour of your time to conduct

this pilot test in the form of a personal 1nterv1ew A member of our research
team will call you to check on your availability, and if agreeable will

. arrange an ap901ntment at your convenlence . .

If you havé‘any ‘questions regarding this project, please don't hesitate to
call Keg§% Fair'at 467-6700, ext. 235. Thank you for your interest and

.

| cooperatiy .
AT | ’
o e 2 ~ ol
|
;
| é. \ :. B | . ' | | ]
CoMethe Velldda .
’ V%Dr.'Maﬁtha Vlahos Mehailis, PH; D. .

Director of Institutional Research
. and Systems Planning

WW.&. '\76‘& | | | X
Kerry Falr / '
| Project Coordinator




© broward community college ' o o o

f.}.:\

. ‘ administrative offices
225 east las olas boulevard .
fort lauderdale, florida 33301

To Whom It May.Concern:a . v
Broward Community College's Off;ce of Instltutxonal Research is presently
conducting a research project entitled. "Curriculum Desﬁqﬁ far New Occupa-

tional Training." The goal of this project is to design and implement
new training programs to better meet the needs of Broward Céunty emplayers._'

- We have detsrmlned the highest demand occupatlons projected for\the next
five years and are now gathering information to compile Speclfic job de~
‘scriptions in order to.develop curricula for the selected areas. Sgggr—
visors throughout the county will be contacted to ‘assist us in 1dent£§ga

~ing specific tasks and competency levels necessary to fulfill job entryc\
requirements. Each supervisor will be consulted regarding one p051t10n YN ¥

only. i

We would appreciate your contribution to.the project in.allewing a member

of the res@arch team to interview you regarding a pre-selected position

in your company. The interviewer will contact you to arrange an appoint~
ment for a personal inter¥iew.and to specify the position in question. -

We will need no more than half an hour of your time. If you have any

questions, please do not hesitate toc call Kerry Fair, proiect coordinator,

at 467-6700, ext. 235. . * :

Thank you for'your cooperation.

Slncerely, _ ) _ ~ _
Mantha Vlahos Mehallls,‘Ph. D. ' '
Director of Institutional Rgsearch

and Systems Planning

MYM/mijc . . ‘ _ . - w

LY

N
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© broward community college ) ) . , L

& . ‘ ~ administrative offices
R . o 225 east las olas boulevard
s . _ ‘ R . ‘ - ~ fort lauderdale, florida 33301

AN
i - . f ; : w,

s : ) )
. ; : . ..(“ .. ‘
. - Dear Broward County Employer:
As an integral part of Broward Communlty ‘College’s research
x/f project, "Curriculum Development For New Occupational Training,?!
we are presently establishing an Educational Advisory Panel‘
You have indicated interest in becoming a member of this panel, .
-and ge feel that your prof5551oual knowlédge will be a valuable
_ contribution in ssisting us to design new technlcal pragrams B
o ) g ‘
. : We thank y for vo unteerlng ycur services and wish to adv1se
, you that e inaugyfal meeting of the Panel will ‘take place xnﬁ
the fifth¥floor td Rodm of the Fort Laudexdale Center,
225 East Las Olas Boulevard, on January 11, 1979, at 8.00 a. m.
. [ ‘ S,
“ , ‘ . s ‘ -
’QD ' 'Please acknowledge your ability to attend this meeting by calling .
Kerry Fair (project coerdinatok) at 467~ 6700 ext. 235, by '
Monday, January 8, 1979.
. A4 \
We look forward to your attendance. '
) Sincerely, | ) | .
t ) ¢
X x‘- N
RO A Mantha Vlahos Mehallis, Ph. D. -
PR \ Director of Institutional Research
S * ‘k v & . . *
BRERATEN _Y and Systems Planning
’ s .
R | * LIS
) hqggE B - y | . o '

g w0 Kerry Fair —
=, Project Coordinator
, . ; Al I ‘r] !'- :jg : - | N — e

. _)'
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@ ~ broward community college
| ' administrative offices

, o I ' ‘ . 225 east las olas boulevard -
' T fort lauderdale, florida 33301

f ®

January 29, 1979

bear _ . A s
. - * ‘1' T . ©

1 The Broward Community College team currently research;ng "Curriculum
Development for e Occupational Training” wishes to remind you of
our request, of December 29, 1978, to pilot test our task analysis
instrument within your company. : :

We wish to conduct this interview, taking approximately half an hour,
with the personnel manager. A member of our team will call within the
next few days to arrange an appointment and indicate which position

in the, company we wish to analyze.

could you please relay this information to the relevant persen and
you have any questiéns concerning this project please call Kerry
T Fajr (467-6780, ext. 235). Thank you for ydur cooperation.

incerely,

Mot Viddoo Hekalles

| Dr. Mantha Vlahos Mehallis, Ph. D.
Director of Institutional Research
and Systems®Planning

5

Ty B

Kerry Lyn Fair, .
; Project Coordinator )

~

.
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@ broward community-college _ B -7
| | | | " administrative offices
. " 225 east las olas boulevard
| - - : " fort lauderdale, florida 33301
¢ : : : .
» ¢ Al
ol o ’
1] ‘ -
a
_ o AN : .
Dear - :

— : ) .- . : )

Broward Community College wishes to thank you for your
participation in the current research project, "Curriculum Design
For New Occupational Training." Information collected via the :
init interviews and returned part B's has been most valuable
in h::;:E§\us identify present requlrements in the selected
occupatlons.

N\ The next’ stage of the projeft is concerned with employee
‘ validaticdh of the compiled job description. Supervisors were
informed at the interview tha? this would be conducted in the
.. form of a personal interview; hgwever, as a contribution to
gas conservation, this lnformation is being collected by mail.
Could you please ask a member of your staff currently
b employed in the position:
to-fill out the enclosed questionnairg. This should take no
, more than 20 minutes. Please return completed questionnaire to
: the college. A business reply-paid envelope has been enclosed.
If you have any questlons, pleage call me at 487-6700, ext.—235.

N Thank you for your cooperatlon.

*
a

: Sincerely, ' )
S Kerry-Lyn Fair . . ~
Project Coordinator

KLF/jag

»

Enclosure

]
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@ .broward community college o
. ' o administrative offices

'_'225 east las olas bgahlevard
fort lauderdale, florida 33301

' Dear Employee:

As part of a research project being conducted by Broward
Community College, we are colleécting information about the
, position you are éﬁ;rently employed in. This information will
i serve as a basis foy- curriculum evaluation and/or design. -

€ . .
b You can greatly assist our project. by filling out the
following questionnaire. Please check the back of each sheet
for additional questions. A reply-paid envelope has been
encloseéd for the return of the questionnaire.

If you have any questions, please call me at 467-6700,
extension 235. ' X

|
|
\} | . | e v
i . Thank yod for your coaperiégong
1 . ) . et
Sincerely, ‘

*

N ) . - \ Y
. - Kerry-Lyn Fair o : :
Project Coordinator

5

KIF/jag

Enclosure

’ . M

4 A
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@k broward community college , | : ‘ e

administrative offices
225 east las olas boulevard
fort lauderdale, florida 33301

. - o ~ July 13, 1979

. T . T T
To Whom It May Concexn: ) ‘ -

. - : .‘ ¢ , '
The research project, "Curriculum Design For New Occupational Training”

being conducted by Broward Community College is now in its final stages,

—

We are currently processing all the informatiop‘%hat.has been collected.

Your contribution to the final.report is most valuable. We are,
therefore, eager to cbtain all unreturhed, completed questionnaires.

| We appreciate the time you have taken to‘ESSist‘the research team and

hope that you will continue to help us to obtain the most accurate,
complete information in the relevant occupational area. A summary of

the results will be sent to all project p&r@i;ipants.

Thank you again for pour cooperation. Please return all outstanding
guestionnaires to this office as soon as possible. If you have already
retu¥ned the material please disregard this letter. : '

»

. .
* Yours sincerely, : . _ '

L)

® ' o ' _ i
. . ’ .
Kerry Lyn Fair, ’
Project Coordinator
. " \
KLF/mJjc
e}
# .
. Y
- -
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* . Broward Community_céllege . Position: .
Institutional Research ' ‘ ’

- 202-

. .
3 Al

Réw‘many‘working hours per week does the position involve?

. Interyieﬁer: A ;sﬁ?
\, Date: ‘
PART A. K Company Title
‘ * y . & Address:
.8 ' .
- - “w ‘ r
, X Phone No: \
- Name of Personnel
e Manager: ¥
R ' . Namé of emp}oyee to L4
- " be interviewed later: :
o | T -
- Tptal # of employees: .
| o | ;
1. What is the overall objective of the rigsition? _
. . . - . L :
2. ' What are the present minimal educational requirements for the position?
(Please circle one only) » C s
;; . No formal education, . _ ' .
., 2. High School Diploma '
3. chnical/T;ade School (accredited specialized school)
4. Certificate - I year technical program
5. A. S. Degree 2
6. 4 year college <
7. . Masters Degree A i
8. Other (specify)
.3. Is there a fixed salary for persons entering this position? (please circle)
. " 1l. Yes ’
2. No (if no skip to #5) /
T4
"4. What 1s the salary per week?
. ‘ - : ;
$ {
N » : -
5 »

~



T Ml e T T '_;_ . c - - T - S . R ‘ . R ‘-X . - - :‘ - . o T

s ' : A E _‘ '

~

@

2

6. - Can a person's salary increase whileAworking&in thiis position? (please circle)
_ . | R ) | . N o '
o 1. Yes * : ‘ ‘ , A
2. No (if no skip to #8) Y

’7. What is the maximum salary,‘pef’week, a person could earn 15 this position?

2 ‘$' . . -.’ ‘At

- e . »
8. On what basis is salary decided? (circle as many as apply)

Commission ) . |

Experience : . . e

Education | 0 : ' o

Salary & Commission I . :

Merit - : . . ' )

Other (specify). - :

OB W

9. Is the new employee required to take any special tests? (please cirecle)

H
!

. 1. YES - | . . . i . §
2

. No*(if no :iffsfo #11) |
flO.‘ Please name th€se tests and where eppiieaﬁle;'theerequiyed achievement level.

. | . . s S ,
V * ‘ 2 ‘I : ‘ ) ' .
11. With which of the following does the employee intexact? (circle as many as apply)
% ) A . . ‘ ) -
1. No one ‘ . . o N : L .
o2, Fellow\employees ‘ S : C
"3. Supervisor. .
‘4. Customers - ‘ 3
- 5. General public
6. Government officials . - ‘ ) . . K
7, Other (specify) "\ '
12, Can a person be promoted from this position without.further training?
(please eirele) - - v ‘ . S '
1. YES ~ . ,‘

2. No (if no skip to #14)
13. What are the positions to which a person could be promoted?’
3 : e .

a. . e c. L

b. . B d. .

-

L A

[ )

-——
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P

15.

16,

- 17.

18.

19.

20.

21.

-

‘What are these procedures? -

w TR TS e

-

-

- .

Are thére'any speciai safety or emergency prdcedures which must be.learned
prior to employment in this position? (please circle) ‘

1.
2.

Yes T, | . - ‘ .
No (if no skip ‘to #21)

o

What is the total qefﬁfr of people curreatly employed in this position?
(please circle) , : : ‘

v
« o

0-5

6-10

11-20 : .
21-50 .
50 or more

. =204~ B
. On what basls is a person promoted? (tircle as many as apgly) . )
1. Promotion on Merit & L o 4
2. Seniority ‘ R .
3. Additiomal on—the~job training : B
4. Further outside education "
- 5., Performance evaluation <
6. Testing ‘
7. Experience
8. Commission .
9. Other (specify) .
. :
" Does the employee in ‘this position have any supervisory re3ponsibilities?
(please circle) . | 4 _ v
1. 'Yes '
L] . - 1Y ‘H'H
2. No (if no skip to #17) N . % .
Please,sﬁecify the supervisory responsibilities:
\
Are ‘there ény language requireménts for this position? (please c}rcle)
1. Yes '7 ) I ' S ) ;
2. No (if no skip to #19) ' . ’ .
What are they? | B _ N



2»2..
23.

24.

25.

26.

27.

- 28.

0f the totél:number,.haw many are females?

~205~

Of the Eotal number, how many are members of minority groups%' o \uﬂ)

Are there any written'materials (such as a job descriptionm, producti&n report,
‘manual, etc.) that could provide information regarding the requirementa of the

position? (please circle) . : . . >
1. Yes

2. No (if no skip to #28) ' . L .

What are these documents?

)
Can thése documents be borrowed? (pleasé circle) ’)D .
1. Yes | .
2. No (if no skip to #28)
How can they be obtained?- - | } | ‘ .
. ‘ /.

If the training program were to be initiated whdt would be the most preferred
location? {please circle) . C g
1. BCC North Campus
2.4 BCC Central Campus
3. BCC South Campus
4. On your site

5. Other (specify) ‘ ' +

v
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‘Broward Community College

Office Use Only

Institutional Research . g
- . . _ Pogition
v € ) ' - . ‘ £
| o . . ' - Interviewer
\ \-———:' - - , ' " Personnel - .
I oo .. Manager : o

«

 Project: Curriculum Design for New

Occupational Training

Part ' B: + Task Apalysis:

. Instructions:

Information:

L]
.

Please fill out the following sheets and return to Broward Commnnity College by
A postage paid envelope is ajtached for your convenlence. oo
¢ . ) . ' . : .

, .
. : &

'

All data pertaining to this position is to be used collectively. Names of individuals
and companies'will not be used in the compiled report. .

-
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SKILLS CHECKLIST - & ~ = e

('S

POSITION
Instructiond:’ Please rate the importance of the following skills in terms of ‘the ENTRY LEVEL requirements
— of the position. (Please circle only one on each ling)
_‘Entremely~ Very - R ) D ' Vefy “Extremely
K Important Important Important  Unimportant Unimportant Unimportant
1. Manual Skills - using & ~ i
- operating tools, equipment 1 2 3 4 5 6
& machinery ‘ -
2. Mathematical Skills’ 1 2 3 4 5 6
3. ‘Reading — printed matter;" . < - ‘
blueprints, tables, diagrams, W1 2 3 ) 4 5 : 6
etc. ‘ ‘ :
4, Interpretation - printed v
matter 1 2 3 4 5 6
5. Verbal - communciation 1 2 3 4 5 6
6. Written — Communication 1 2’ 3 4 5 6
7. <Perspnal Relatgzn Skills ~ _ . _
déalipg with people, custom— 1 2 3 4 5 6
ers, «o-workers
." Supervision Ski}ls - . ﬂ\;
instruction, directing), 1 2 3 4 5 6:,,\
evaluating, organizing : s yAS RS

e~



- B . | :,7
o | S+ =  TFREQUENCY SCALE B . IMPORTANCE SCALE -
. » ) . . ' : 4 v i . -
' " How frequently is the duty R - How important is the duty in
A performed? . relation to the whole position?
. - 1. ‘Centinudzsly : ' 1. Extremely impoftant
. 21 Regularly ’ * 2. Very important _
, - 3. ’Qccasional'ly - f* . o . 3. Sgmewhat important
e "4, Seldom o - | 4. Somewhat ‘unimportant
. 5. Emergemey - X g +5. Very unimportant
" ) 6.. Never ¢ : ' 6. Extremely unimportant’
‘Position: oz - . o ' ' . . p | o -
J . . - ) . - . A}
PLEASE WRITE NUMBER ONLY IN BOX BELOW « 7 » o, . . : -
. Write down the duties ‘e-md./or ‘ Use ' Write down the steps' involved in—th&' Write down the efficiency -level-
"responsibilities of this posi- . Scales duty - WHERE APPLICABLE ’ ? C WHERE APPLICABLE ' :
tion. Only one per box - . _ Above - N - o : e s
' - FREQ. T ' _ T S »
. . B . (4"‘\ - . | [)
a . ) m- N . s . ) . . -\ - .
AN
o R - ‘ FREQ- | . ¢ ] - ' p ' : L ka
“' | IMP. v
o . ’ -
- FR'EQ' . ) /;// * -
m;' < L4
- . ¢ [}
- s J . . — $
.. FREQU *
‘ . " IMP. B ‘ '
N DT
2::; A ¢ 250
- . ] Tt
. ; ,
£ \ ‘ ﬁ- . s <
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7 Employee Validation Questiqnnaire
. x
_ ° Part C (Employee)
[ < . :
/ -
/ - ~
¢, ’ »
L W f ¢ .
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.
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‘Broward Community College Ny Office Use Only
Institutional Reseaxch e e e e e e e e e e e e e -
Interviewer

i

. i

. . . i
Project: "Curriculum Design for ;
T

1

New Occupational Training" POSltlpn

.m-—--——c‘——-*__ﬂ—_--ﬁn——-‘———u——-n_‘-—ﬁ—‘———-—‘--mu‘-**

L, Y L

Part C. FEmployee Vélidation.

INFORMATION All data pertaihing to this position wild be uséd collectively.
Names of 1ndiv1duals and companies w111 not be used in .the flnal
" report. , : i&

s\

1. What is the overall Sbjective of your pasiéfbn?

| . _ S B
A ) e ) S . ‘ . - .
' ' , \ .

»

r — ~ Py
A -

2. In your position, which of the fellowxng pexsons ‘do yau have contact with?

(please circle as many as apply) . s
1. . No one. PO . j <
;a2 Fellow emploveas & ¢ .. L Coo Lo
i 3. Supervisors | . "'3 ‘ ) _ .
. 4.  Customers 3 o " ) . :
/8. General :Public PO _ ‘ : '
' 6. Government officials L L R
7. Other (sgecify) ' *;

~ A T, . . .
3. Do You have any sSuperxvisory responsibilitiesfin yeur position? (please circle)

A

[

Yes _ "
2. No (if no skip-to #5) . Lo ,
4.  What are these responsibilities? :




* L ] ' A . -2.12-
h B ‘~ t LX)
I * / A
5.  Are there any special safety or emergency procedyres®which must

be ‘learned before starting in your p051tlon?

(please circle)

. &
1. Yes ‘ . .
2. WNo (:f no skip to #7) U .
. . . L -
‘ . e . .
6. What are ‘these procedures?
N . . - . \!
. £
. L] - - . ! . . - . . / . - ¢ . Lo .
v : . . * * ‘ / .
7. On what basis is a person, in yout posltlon, promotég? (please
c;rcle as many as applx)
~ - -
1. Promotion on merit * - f o ' ’ .
- 2. Seniority. ‘ ~ A " k
- 3. Addltlonal ‘on the job tralnlng
b 4. Further outside schooling
- 5. Performanc¢e evaluation ' .

. 6. Testing T _
T, 7. Experience : coL : ) P
’ 8. Commission R : . ' B '
9. Other (specify). " ‘

é .. ~
' ; L}
- . LY .
* 1 ‘ ¥ {
L ] . . " ? . " ] L
! . ) S e
¢ " ) * . e -
- . ' - -
d ]
. - S o
4 . . * . . . #
| ‘
. ... s “a /J
t 8 . ‘i - R -‘
. R
.-t ' b * ~- * ¢
LRyt
e‘ ‘ 3 . ‘
' -
i “ s ' % \-' .
» * .
. e . Y
. a
- .n"\j
. . . .
. . - 2
I T . >
AN . . ‘
. = )
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.




SKILLS CHECKLIST

e

[]{}:valuatiqg, organlzlng

Supervision Skills
, instructing, direcfi%g

USRS SELIP -

’
- .~ . . : POSITION O
Tnstructions: Please rate the importance of the following skills in terms of the ENTRY LEVEL -
& requirements of your position. (Please circle only one on each liner}\
) T : - 7 SRS
a Extremely - . Very . Extremely
T g Importdnt r\fmportant . Important Unimportant-{ Unimportant Unimportant"
+ Manual Skills - using & .
‘operating tools, equipment ] 3 6
& machxnery ‘ ‘ - .
yethematxcal Skills - //’fg% “
Reading —'prtnted'mafter, :
blueprints, tables, diagrams, - 3 *6l
etc. B ) : .
e : e N, —
Interpretation - printed matter “
~ N . (_ﬁ v - 2 3 ! 6
Verbal - LOmmunieatlon 7 '
[§ 2 : < 3 6
- . /’\"‘ : ! )
k_k_ -A«-.- Cim e e e - e o am b o e ————— 5 - ———— ,\5.(-.(-«._._‘ e m e e ——
Written - communication )
| ¥ 2 3 — 6
o .
Pe:gonal Relation‘ﬁkxlls - ‘
dealing with people, customers, 2 3 6
co- wo;kers 7 . .




- ' L3
- ~314~
. + ~
12
J &
01
. Equipment and Materials ‘
Please list all equipment and/or materials you use in this position: o .
] :
.“' -
N — -
. N v - . i
G
- “
L ] . - “ - . N ‘ L4 N ) o
Please feel free to writeé an® additional comments that you feel might be useful:
: P ,
N :
Y »
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’
- INSTRUCTIONS: Indicate, by number, the frequency and importance of
" | each of the following tasks in relation to your position.
IMPORTANCE SCALE FREQUENCY SCALE b
' : 1
1. Extremely Important 1. Continuously
2. Very Important , . 2. Regularly
3. Somewhat Important - » 1 3. Occasionally
4. Somewhat Unimportant 4, "Seldom _
. 5. Very Unimportant "5. Emergency Situation Only
6. Extremely Unimportant 6. Never
. &
' TASK IMPORTANCE FREQUENCY
- - et
=~ *

- '
. ' Please'list any tasks-you perform tiht have not been mentioned in the;ébova.list.
' . {Please indicate the importance and {requency after each one.)
) \ IMPORTANCE  EREQUENCY
. L
e - hy )

PUSDENSSUPIRENI Y
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~

Drafting -, Skill Checklist Position

- r

Ihs;ructions: Please rate the importance of each of the following skills in terms of ENTRY
. LEVEL requirements of your position. '

»

, 1. Extremely Important : ff/f
2. Very Important ' : B I
3. Somewhat Important _
2 4. - Somewhat Unimportant
5. Very Unimportant ]
. 6.

Extremely Unimportant

please write the number from the scale in the blank.

_{l) Basic Math . (13) Writing ‘
‘. {2) Algebﬁa é | 114)‘ Technical Writing (
L \{(3) Advanced Math. . (15)  Hydraulics o ‘
- e (4)  Basic Drafting' f (16)  Materials |
?'__ﬁﬁ*;_ 5y Dctaili"g. o 17y Basic Electricity
. t&)  Trraciny g T(18) Electronics |
‘ ) | {(7) Architectural Layout C(19) PC Board Layout .
o (8) Construction Layout ' o (20) Micro-Circuit Layout
_____ (9) Airconditioning Layout o (215 Writing Tephniques <
R J,(io) ) Stqtisticé . (22) Mechanical Assemﬁly Techniques
‘ L S () Dynamics I (23) Data Processing |
T L (12) Macbine Design . o {24) other g
- v ) i

o~
z

-L1e-



APPENDIX G ~

Advisory Board Members

P

and Up-date Letter



< -
Ms. Nancy Albert
{(Bookkeeping)

S . ‘Albart Admin. Associates
e 10749 Shady Pond Lane
. ‘Boca Raton, FL 33433

-~

Mr. Ronny Aronson.
R 3 Distri‘ct Manager
: Occidental Life Insurance
3741 N. Federal.Highway #604
Ft. Lauderdale, FL

563-5706

Mr. Bob Boggli
Assat. Director of Voc. Tech.
and Adult BEducation
Broward County School Board
1350 s.W. 2nd Court .
. . Ft. Lauderdale, FL 33312

)

&€ Mr. Morris Chaney

Hollywood Federal Savings & Loan

Data Center

140 S. Federal nghway
L Dania, FL 33004

' ' 921-8666

r ' Mr. XKen Coburn )
Assistant Superintendent
Bendix Avionics |

¢ 2100 N.W. 62nd Street | |
. ) ,Ft. Lauderdale, FL 33310
' 776-4100 ext. 130 |

. .
. - \

Ms. Marilyn Dean
Director of Nursing :
( North Beach Medical' Center
. - " 2835 North Ocean Blvd. |
. Ft. Lauderdale, FL

R | ' IR
SR A - ~% . ‘ o : \
AR L £f Advisory Board Volunteers S

Ms. Shirley! Doyle

‘Personnel Manager

Sears Department .Store

901 N. Federal Hgwy.

Ft. Lauderdale, FL 33304
765 4000

Ay

 Ms. Claudia L. Jack

Director of Personnel

Memorial Hospital

3501 JohnsonaStreet

Hollywood, FL 33021
987—2000 ext. 5471

Ms. Marlene Konlk
supervisor ‘ . -
Gold Ceoast Health Serv;ce '

14699 N. Federal Highway £

Pompano Beacli, FL
785-2990

Mr. Ed Mass .

Asst. Admlnlstrator

Fembroke Pines Gen. Hospital .
2301 N. University Drive ' ;
Pembroke Pines, ‘FL ) % -

s

Ms. Betty Mott
Supervisor o
Medical Personnel Pool
2534 N. Federal Hgwy.
Ft. Lauderdale, FL
742-5583
/s .
Mr. Rick Read - ‘ !
Area Supsrvisor T
Arthur “Preachers
1061 W. Oakland Park Blvd.
Ft. Lauderdale, FL 33311 )
' 561-8508 ’ fﬂ '

I 4
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Mr. Harry Rosenberg

Personnel Managex J

Wilson Concepts, Mice

1408 S.W. 8th Street, o

Pompano, FL 33060
946-5175

Mr. E4 Salters
Program Manager
Bendix Avionics
. 2100 S.W. 62nd Street
Ft. Lauderdale,-FL 33310
' A . _
A

List of Advisory Board Volunteers cont'd.

Ms. J. Trenker -
Director of Nursing

Broward General Medical Center
1600 S. Andrews Avenue

" Ft. Lauderdale, FL' 33316

[’
Ms. Berry Valin
Director of Nursing
Florida Medical Center Hospital'
5000 W. Oakland Park Blvd.
Ft. Lauderdale, FL 33313
. 735~-6000 .
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_ January 15, 1979

‘The Adviso&y'?anel concerned with the_ research project, "Cu%qiculQm
.Deve&ﬁﬁﬁghﬁ for New Occupational Training" held its inaugural meeting

" Project Coordinator

~221- \ ..

ddministrative offices
| 225 east las olas boulevard
: . fortlauderdale, florida 33301

-, A i

N T . o , o C

Dear . \

»

i
I
!
|

January 11, 8 A.M. Enclosed is information distributed to the members
who attended the meeting. = | _ o

-
I

If you still intend to serve on the panel, there are a few matter#
you can assist us with. First, please acknowledge your intentioni

5y calling Kerry'Lyn Fair (project coordinator) at 467-6700, ext. 1235,
Secondly,‘please return{the imput sheet (last page), as, soon as

' possible, indicating the areas in which you can provide‘assb‘tance

We have also asked,the'members of the panel to criticize tS® enclosed
Task Analysis instrument. When all the criticisms have been made by
members of the panel, the task analysis will be revised before a pilot
test is undertaken. ' ' '

Any comments you could .make would be greatly appreciated.5 A pre-paid
reply envelope has been enclosed for your convenience.’

B .
-
£

We look forward to hearing from you in the near future.
T < . -

Sincerely,

- V” .
- Pl ) . . )

Mantha Vlahos Mehallis, Ph. D. , C T

Director of Institutional Research
and Systems Planning '

*

Kerry Lyn Fair

[}
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c C broward community college
- | * ‘ , ) ' ’ . administrative offices
' ' * 1225 east las olas boylevard
. fortlauderdale, florida 33301
? oy ) ' . -t ' ' '
. July 16, 1979
: s ] . . . .
'} Dear Advisory Board Member: - ’ A ‘; -
; The research project, "Curri;ulum-Deveibpment For New Occupational -~
~ Training"”, is now in its final stages. The information collected is being
P . processed, preparation of the final report is well under way, and the
S 4 compiled job descriptions are currently being validated by employees in the
. respective occupaticns. | ' ) re e
} - N . & : ) K - ’L
i Through the duration of the project several areas have been eliminated,
as indicated below. Following this is a list of the.final'aregs plus actien
. being taken., T - ' ' ' '
- i « Eliminated Areas , _
' ¢ ) ’ . ’ c. . M
"+ * Bookkeeping . ~ Auto Sales S \
* ﬂ - ,.. . Health Management - Restaurant Management: : \\
i Home Health Aide - - 7 Aviation Mechanics o
‘ Sales Management - . Avionics : ’

Occupmtion Research Priority Areas

- L)

|

¢

ﬁ ' Head Nurse Management - Curriculum design

i «» Drafting : - Curriculum design .
- ! Insurance Secretary o Workshop design \ .

! Construction Secretary - Workshop design, i

I . Business Data Processing - . Supplementary information -

p “Electronic Technicians Supplementary information

f If the area of your concern has beenjeliminated, we wish to thank you for your
contribution to this project. .If you have any questions regarding the
eliminated aréas, pledse dgn't hesitate to call Kerry Fair at 467-6700
ext. 235. A summary of the results will be forwarded to you at the completion
of the project. ' ) o oo
If youw areas of interest is in the final list, we hope you will continue to .
assist us as needed. There will be a meeting of the Advisory Boarxd near the

f end of the project to evaluate the findings. Thank you again for your
. T cooperation, ‘

Kexry Fair o _ .
Project Coordinator : e ' .
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@ “broward community college ‘ Tt - o .
‘ ' P) * ' i administrative offices o
, : 225 east las olas boulevard .
fort lauderdale, florida 33301 -
* ! hr “ .
1 M - . » . \
A -
| :
| January 3,,1980 b - - =
\‘~ , | - - T ‘-x‘» ‘
| . . . Lo . e
;\' : - R . : N
E Dear Re arch Proigét Part&c1pant R ,

\ Thank/you f,gpartlm.patlng in Broward Communlty College's research
' project this past year to determine occupatipnal characteristics

1 angd skills. As a resulttof_the information we gathered, we Rave

* identified specific’ areag wherd the, cursiculum may be revised or ’

l ‘. expanded. Our program managers will be“‘:.mp.l.a_rg_eintlng some of the
1
|
|
|
|
!
|

. recommendations this next term. ] o
@ . ) L} ~
« . If you'are interested in réceiving a copy of the results for your

specific occupational area, please send me your name and address SO
that we may forward it to you. Again, we thank you for your
asSJ.stance- in maklng our project a success. o

~ - E - ) Q

i Yo . i E ' .
Sincerely, \; " . ’

MoV u%,,; RM&;S

- Dr., Mantha Vlahos .Mehalliﬁ, Ph. D.

! . . . *
Di%*ector of Institutional research .
. N . .
N and Systems Planning
N . . , L
™~ '
MVM/am : - _ )
r O o .
o8 N ' T *
o ~ E . ! .- | 7 ( ‘ ? .
\ ! s : .v /»,: A i
! 0 ',‘" :‘i‘vb " - - ”.
T 3 ‘_x * N . & . )
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*  NORTH CASPUS ~f -
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o S " . .
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